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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.

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 1




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)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 2




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)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 3




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 Products Sub-Folder. Click on the New Item

button.

ﬁ? Microsoft Cutlook
{ File Edit Wiew Go Tools Actions
i@ New ~ | = | M7 | @ Search address bo
(80 @Bak @ EA[] 9 Wl o

: & Shorteuts - nm

Folder List

All Folders -
Hew Hem Button m

2] All Outiook Ttems
H @=] Kegistered Products
[d Reports
= 3 System
LA Areas
[ Attributes
3 E-Mail Templates
= 3 Forms
1 Languages

F

H T3 Record Chanaes

2. Ablank Product Form will open:

© ExchangeWise (Pty) Ltd www.exchangewise.com
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Cost Price: $0.00 Selling Price:

The MX-Contact Tutorial Opportunities
!./Eg [ L Untitled - Product - =X
Product Insert Format Text Developer @
" i & J Links MI=R R N [a i Email 43 ? =] Picture - :ﬁ ABC |EF’
%v Sl Iw | 4 % Meeting ] AU categorize » \/
Save & Print  Mew MNew Business Spe\lmg Contact
Close & Letter Document GGl || carg ¥ Followup - R« Hotes
Actions MY-Contact Show | Communicate Options Proofing |OneNote
Product Code: “ Type: | j
Description: ‘ Farly: | ﬂ
Group: | j
Urit: ‘ j Status: | j
Yolume: 0 Warehouse: | j
‘Weight: 0 Yendor: | j
Inclusive: r Taxable: r SAEE | j

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

© ExchangeWise (Pty) Ltd
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Deescription:

Linit:
Yolume:

‘Weight:

Inclusive:

Cost Price:

Notes:

Product Code:

|zv502280 Type:
|HP Paviian Notebaak. Farily:

Group:
| j Status!

1 Warehouse:
1 Yendor:

Supplier:
N Taxable: - A

$1,793.00 Selling Price:

The MX-Contact Tutorial Opportunities
6,,) H ¥ )= Zv5022AP - Product .= x
o
. Product Insert Format Text Developer (7]
@ ﬁ'_j Links Bk g ad- m ‘J' E-mail 5‘-' _J] Picture ~ j ABG |ﬁ'
GLJ % Meeting rd DD Categarize ~ / E'P!J"
Mew y A @me o Business e 9 Spelling || Contact
| allow - -
Save and Close Button = - e _ L7 : Bictes
MX-Contact Show|| Communicate Options Proofing || OneNaote

|Pr0duct Type 1

|Product Family 1

|Pr0duct Group 1

[EN|ENEY

2015

Ledbedla] L]

4. Click Save and Close.

Take me to the next Exercise (Adding a Second Product: Exercise)

© ExchangeWise (Pty) Ltd
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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)

© ExchangeWise (Pty) Ltd
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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 Products Sub-Folder. Click on the New Item

button.

ﬂ; Microsoft Outlook
Efile Edit  ¥iew Go Tools Actions
i BANew ~ | @& | M | @ Search address bo
e @Bak @ [ 9 @l
j Shortcuts ~ ' Mew ~

Folder List

All Folders -
Hew Hem Button m

£a}

2] All Outiook Ttems
H [@=] Kegistered Products
LA Reports
= 3 System
LA Areas
LA Attributes
3 E-Mail Templates
= [ Forms
LA Languages

FY

# A Record Chanaes

2. Ablank Product Form will open:

© ExchangeWise (Pty) Ltd www.exchangewise.com
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The MX-Contact Tutorial Opportunities
i/ﬁza H9 0 e % )+ Untitled - Product - =X
. Product Insert Format Text Developer ‘@)
W & @ 'IEL Links MI=T SR @] CiEmal 53 g=B [Epicurer (3 || ABC |E_”"
é%' =T [ 4 % Meeting o] B2 categorize * [ \/ ]
Save & Print  New New Business Spelling | Contact
Close & Letter Document ~ §all~ B| cag ¥ FolowUp- & - Motes
Adtions M¥-Contact Show|| Communicate Options Proofing | OneNote
Product Code: “ Type: | j
Description: ‘ Farily: | j
Group: | j
Unit: ‘ j Shatus: | j
Wolume: ’—D Warehouse: | j
Weight: ’—D Yendar: | j
Inclusive: r Taxable: r SRl | j
Cost Price: ’—M Selling Price: ,—M
MNokes:
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
© ExchangeWise (Pty) Ltd www.exchangewise.com Page 9




The MX-Contact Tutorial Opportunities

AN ELERSE TTE78C) - Product T

]

Product Insert Format Text Developer ‘9)

GE) T e Ghew Do s g dee o gy

Ok | EMeeting @] | 2 Categorize - [ | ¥ 00
print blew i e i Business O B g Spelling | Contact
&, qll - ollow Up * =
Save and Close Button = A Y LY Holes
Bt Show|| Communicate Options Froofing | Onehote
Product Code: ez Type: [Product Type 2 -
Desctiption: I¥icrosoft Optical Mouse Faiy: [Procduct Family 2 K
Group: |Pr0duct Group 2 j
Linit: ‘ j Statust

|

Yalume: 1 Warehouse: |
Weight: 1 Vendar: |
|

Suppligr:

Ledle] La] L]

Inchusive: [ Taxable: r

Cast Price: $#43.00 Seling Price: £55.00

hotes: ‘

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)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 10




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 Page 11




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: 7/06/2011

Status: Open

Probability: 75%

Expected Value: $20,000

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

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

Opportunities

3.2 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: 7/06/2011

Status: Open

Probability: 75%

Expected Value: $20,000

Basic Steps:

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

i~ Microsoft Outlook

EEiIe Edit VWiew Go Tools Actions
@ New ~ @ @ [ Search address bo
: £ Back (3 ) (@] =
(98| @Bak @ EA[H] 9 @ 2

: | Mew = | {af

<«

»

Companies

8=
8= Contacts

Personal Contacts

Groups

Companies

Opportunt ¢ tion

Users
Teams

Reports

Personal Calendar

Calendar

IHEGCEE R B E

2. Open the Company Premier Foods

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

Opportunities
3. Click on the Opportunities Tab:

‘./E,;\ =] ¥ = Premier Foods (= x
]
—) Contadt Insert Format Text Developer (7]

m‘ %Save&New‘ @ v = & General _B_‘J = % ) Q__a & = Y & || ABC |E_ﬁ,'.
¥ — - —% :
&l send - S| () Profile S 2 @ (e & =58,
Save & Print  Mew New § E-mail Meeting Call Business Picture Categorize Follow Spelling || Contact
Close & Delete Letter Document= | || () Audit - 8 cad - - Up~ &, - MNotes
Actions MX-Contact Show Communicate Options Proofing || OneMote

Gompany: Trremier Food Business M

Short/Other Name: ‘ Busingss Fax ﬂ |+1 (206) 5556667

Primary User: ‘ jﬂ

Primary Group: ‘ jﬂ

Address... 305 14th Ave, Suite B, Seattle 95128 E-mail ﬂ |barne & @permisrfoods. com.usa ‘
Business j ‘Web page address: | ‘
Maling Address v Mai Server: |

Motes ] Groups I Companies I Contacks ] Lists ] Users ] Appointments ] Tasks ] Journals I Dacuments ] E-Mail ] Caonversations I Opportunities Iijects } Products I Ordets ] T 4

R =l = LE' | E =RRE IR Lack For: 5 #/ Ms-Contact -
[ |Opportunity Description Company Status Stage Date Cpened Probahility | Expected Close Expect
=] Opportunity NUMOO0001 Premier Foods Sun 2i22/2011
8 Opportunity MUMO00002 Premier Foods E Opportunities Tab
=] Opportunity NUMOO0003 Premier Foods -

4. Click on New (Opportunity) button to add the opportunity:

Mailing Address | el 2Erver; |
Maotes ] Groups ] Companies ] Contacts ] Lists ] Users ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Conversations . Opportunities §Projects '
| 5, W e N Look far: G Ry m
— Hew {Opportunity) Button
ortunity Company Status Stage Date Opened Prabakility | |

5. 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.

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 14




The MX-Contact Tutorial

Opportunities

- A s
!. E!éj "| H - .
Opportunity Insert Format Text Developer Sl L
%Save B New - @ ﬁ?_j :IE| Links : Premier Foods ~ [ &' 2. gl.!'
% Send ~ QE!'J
Save & Print  New New
Close # Delete Letter Document Details Button
Actions M¥-Contact
Oppartunity: |Opportunity NUMOOD004 Description:

Primary Company:

|Premier Foods|

Primary Cankact: |

Primary User: |

- =

5[

Primary Team: |

=

-

Lead Source: |

Date Opened:

iv:5/31j2011

-

Lel Lol

Type:

Primary Product:

Skatus:
Stage:

| S

P_“IGenerate Quote

Show

pportunity NUMO00004 - Opportunity

E-mail M

j Create Qrder

Mates lCompanies ] Conkacts ] Users ] Teams ] Appaintments ] Tasks ] Journals ] Docurments ] E-Mail ] Products ] Orders ] Attributes ]

6. Click Save and Close from the Opportunity Form. You should now see the opportunity in

the Opportunities Tab:

Mokes ] Groups ] Companics ] Cankacts ] Lists } Users ] Appoinkments ] Tasks } Journals ] Dacuments ] E-Mail } Conversations  Opportunities ]Projects ] Products ] Ord

HES =B IBHE dEE @) a Lock for: 3, k| M-Contact
[ | Cppartunity Description Company Status Stage Date Opened Prabahility Expected Close
=] Oppartunity NUMOODD04 5 nev computers - Sales D... Premier Foods Open Wed TA2011 0. 75

Added Opportunity is displayed in the Opportunities Tab

7. 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)

© ExchangeWise (Pty) Ltd
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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: 07/12/2011

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)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 16




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: 07/12/2011

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:
[~ Microsoft Outlook
: File Edit View Go Tools Actions
B New - | @ | M@ | @0 Search address bo

¥ Qs @E 9 @ g

: NewItem Mew~ | {2}

B i

Folc «
“) Mx-Contact Home
All Fg

EAI |85] Companies

85 Contacts

|%=] Personal Contacts
85 Groups

85| Opportunities

b

= Users
[G=] Teams
= *=J Reports

== ——

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

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 17




The MX-Contact Tutorial Opportunities

Y | @uek @ LaD) ) @ g
i Shorteuts =

Folder List
All Folders

3.  Ablank Opportunity Form will open:

Qpportunity NUMOO0004 - Oppartunity

ol

p #) [ =
( Dﬁ W e
Oppartunity Insert Format Text Developer

%SEVE&NEW' @ @ E::‘@ Links : Premier Foods ~ ﬁ&'&y.!' M

General Button

é& Send ~
Save & Print  New New E-mail M
Close K Delete Letter Document = Details Button [ ] Generate Quote
Actions M¥-Contact Show
Opportunity: |Opportunity MUMOA0004 Description:
Primaty Company: [Preier Food | E

Primary Contact: |

oS

Prirnary Uset: | Type:

|
Primary Team: | jﬂ Primary Product: |
Lead Source: | j Status: |
Date Opened: - Stage: | 2 create Order

hotes ]Companies ] Contacts ] Llsers ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-IMail ] Products ] Orders ] Attributes ]

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: 07/12/2011

Type: Opportunity Type 1

Status: Open

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

Opportunities

fgna F R Opportunity NUMO00006 - Opportunit
Opportunity Insert Format Text Developer
Save & New ~ . Link FElS | &7
% ave & New @ g_j ::;EI inks I _j R
8 Send ~ Details
Save & Print  New MNew G 1 Butt E-mail h
Close 9% Delete Zinr Eeamas eneralBution | Generate Quate
Adtions MXE-Contact Show
Opportunity: |Opportunit\; HIUMO0000G Description: Metwork Upgrade — 10 Computers

Prirnary Campany: |

Primary Contack:

<]
8]
<

|
Primary User: |
Primary Team: |

s

-

Lead Source:

Date Opened:

|Lead Source 1

¥ 71202011 -

ENNEN

Type:

Skatus:
Stage: |

|Oppnrtunity Type 1

Primary Praduct: |

|Open

ﬂ Create Order

hotes lCompanies ] Contacts ] |Jsers ] Teams ] Appainkments ] Tasks ] Journals ] Documents ] E-Mail ] Products ] Orders ] Attributes ]

5.  Enter the details for the Details Tab:
Probability: 60%
Expected Value: |$80,000
fﬁg\\ H90 29 )¢ Opportunity NUMO000S - Opportunity
k-—/ Opportunity Insert Format Text Developer
Y Save & New - @ @ E:;T Links 5 & 8- General SJ % % |
R z WD |
Save & Print  MNew New ; E-mail Meeting Call
Close X Delete Letter Document ~ Generate Quote -
Adtions MX-Contact Show Communicat
Opportunicy: |0pp0rtunity NUMOD0006 Description; ‘Network Upgrade - 10 Computers
Expected Value: 80,000 Actual Value: 0
Probabiicy: ,E o, Awarded To! ‘ j
Riting: j Reason: ‘ j
Expected Close: Actual Close:
Order Month: | j
Irvoice Month: | j
Quote Reference No: |
6. Click Save and Close.

Take me to the next Exercise (Linking an Opportunity to a Contact: Exercise)

© ExchangeWise (Pty) Ltd
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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

www.exchangewise.com
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The MX-Contact Tutorial

Opportunities

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:

Il? Microsoft Outlook

EEiIe Edit Wiew Go Tools Acions
i @ New ~ | = | M} | [ Search address bo
09 | @eacc @ (AE] 9 @l o

i NewItem Mew =~  {o}
EF‘" il

Fole «
w ] My-Contact Home
All Fg ~
§= Companies
L] -
- % = Contacts N
4= Personal Contacts
fi=| Groups A
85 Opportunities
4= Users
@5 Teams
= %) Reports
= - -

2. Open the following opportunity. To open it, double click on that record.

Opportunity Name: Network Upgrade — 10 Computers

3. Click on the Contacts Tab.

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

’ﬁ«: b9+ 9 )7 Opportunity NUMOD000!
LS

Contact Insert Format Text Developer

HJ@SEVE&NEW* @ @j ':Z‘@ Links 5 2 ad- lm 4

&Y send - ] Details
Save & Print  Mew New
Close  #% Delete Lefter Document= || Generate Quote
Actions MX-Contact Show
Opportunity: |Opp0rtunitv WUMO00008 Description: Mebwork, Upgrade — 10 Computers

Primary Campany: |

Primary Cankack:

Type: |Oppnrtunity Type 1

|
Primary User: |
|

Primary Tearn: Primary Product; |

R

Skatus: |Open

Skage: | ﬂ Create Or

Lead Source: |Lead Source 1

-

Date Opened: ivi7 1212011

Contacts Tab

Mokes ] Companies) Contacts Appointments | Tasks ] Journals ] Diocuments ] E-Mail ] Products ] Orders ] Attributes ]

1Es.=0848 8§22 @/

0 | % Full Name File &5 Company E-mail Business Phone Business Fax

4. Click on the Add Links button..

Mokes ] Companies  Contacks lgsers ] Teams ] Appoinkrnents ] Tasks ] Journals | Documents ]

B n;'LL.’JlJ j"‘idg:l cﬁﬁi] & a)

(1| % |Full Name Company E-mail
Bl Linlks 1 Adid Links Button I

5. Search for and highlight Barney Anderson.
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83 Microsoft Outlook -8 X
© File Edt View Tools Acions Help Type a question for help =
63 - Search addressbooks | (@)

;|83 New @ @ [ Search address bod (7) B

Qs Q|9 @ g

| (@] B Newtem | New~ | Regent = A= A= 7 a_EIi_.
&1 Contacts -
‘ Click here to enable Instant Search
NEX EHE dE= ) Lack far; © hy M-Contact -
ouLink and Close ufz,L\nk
[ | % |Full Name File Az Company E-mail Business Phone Business Fax Hatme Phane hiokile Phone
I'E
& Gillian Meyer Mesyer, Gillian Premi 0l Egil\ianm@premierfo ; (2067 555-3411  +1 (206) 555-6687
& Jackson Daniel Daniel, Jackzan uskivesiamenal o
= Jim Buothnel Bottevel, Jim Prem| Highlight the record you want to link +1 (780) 382-0808
& Johnny Walker ‘Walker, Johnny Comy Ty e ER e e ey 352-0808
S SENTHL KUMAR T.... M., SENTHL KUMA... thmzeisi@omail.com
& TomJerry Jetry, Tom
LE william Echilin Echlin, william Test ManageMent 5. bil echlini@tragsoft... +27 (011) 469-0537

6. Click Link and Close.

r.@ Microsoft Outlook

EEiIe Edit View Tools Acdions Help

85 New - @ @ G Search addressbocks - | (@) s

@Bk @ H| 9 ol g

ﬁ,E_EINewItem Mew *  Recent =A==

85 Contacts -

| Click here to enable Inst

Link and Close Button

nderson, Barney éF'r'emier' Foods

Gillian Meyer Mevyer, Gillian Pretnier Foods dillianmigpn

Jackson Daniel Daniel, Jackzaon vekivesiad

7. You should now see Barney Anderson linked to the opportunity “Upgrade Network — 10
Computers” in the Contacts Tab:
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hotes ] Companies | Users ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-ail ] Products ] Orders ] fiktrit

&0 248 A28 @ &
O | % |Full Mame File &z Company E-mail Busingss Fhane Busingss Fe
. Barney Ancerson  {Anderson, Barney  {Premier Foods barneya@premiert... i+ (206) 555-5411

-

Contact is linked with Opportunity

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.

T . — mmmm e

Companies Tab

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

—

Nates|

-
DEmawn) B4E AHZE @ &
[ | Company Businezs Phone Buziness Fax Incdustry Company Type Col

@ 1 [206) 555-5411 -GB57 HotelRestaurant Prospect l

Company of the Contact also automatically
associated with the opportunity

9. Click Save and Close on the Contact Form.

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)

© ExchangeWise (Pty) Ltd
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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 “Network Upgrade — 10 Computers” (try this from Recent Items).
Click on the Recent drop down list and select “Opportunity NUMOO0006” (This value is
system generated. You may have different ID for this opportunity).

dﬁﬂjj@ﬁ Recent

=1 | (0
Barney Anderson
“ || 8d Contacts - }Gilian Meyer
— Inc, Unlimited Technologies
S |Cllck here to enable B 1 Bokhwell
- - Johinrey Walker
A = X =] Sl opportunity MUMODO004
F.
O % Ful MName Premier Foods E-mil
& Barney Ande Test ManageMent Systems harney
B williarm Echlin
FE| Gillian heyver T : gillianm
LB Jackson Daniel EDEI‘liEl, Jackson vakive:
'E Jirm Botheeell Boatheavell, Jim Premier Foods jlathay

2. Click on the Open Recent Item button.
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ﬁ & s ﬂ Fecent Opportunity MUMOOOO0S

Contacts -

v. .. Al | g | 89 | spner

Open Recent Rem
tk here to enable Instant Search Iutton
IExY BAE EEE mla
3. Click on the Journals Tab
,’fclu,, I I Opportunit
|
- Contact Insert Format Text Developer
H i g Save & New ~ @ [L?j ’IE‘ links : Barney Anderst [ &g~ & 6~ |8 Gener
% send - Sl " Detail
Save & Print  Mew New
Close % Delete Letter Document ™ ] Gener
Actions MX-Contact Sh
Oppartunity: |0ppnrtunit~,a NUMOO000 Description: Mebwork Upgrade - 10 Co
Primary Company: |F'remier Foods v | F
Primary Contact: |Barne~,f Ardersan - B
Primary User: | v Type: |Oppnrtunity Type 1
Primary Team: | jﬂ Primary Product: |
Lead Source: |Lea|:| Source 1 j Status: |O|:|en
Date Opened: 7o v Stage: |
Motes ] Companies ] Conkacts ] Lsers ] Teams ] Appoinkments ] Tasks Documents ] E-Mail ] Products ] Orders
NEsX 246 @ @
01 | Company Lzer Start Duratian|]
Journals Tab
4. Click on New (Journal) button.
Mokes ] Companies ] Conkacks ] Users ] Teams ] Appoinkrents >
n;T_’; }‘.’ j ‘-i |_|E:| [.’.-'] @ Journals
L Tab
zEr art
Pt Hew {Journal) button r
5. Enter the Journal Details:
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Iff!n W93 )+ Called about terms and conditions - Journal _ = x
ol

L5 -
" Journal Insert Format Text Developer @

lgi‘ aForward Links :BameyAnderstzgvaq.'&Q!' E D G} EI]I] E E% ﬂ @l g

Status @
Save & X Delete = General|MX-Contact | Start Fause || Categorize Private | Address Check | Spelling
Close (gi 21 m L@a Timer  Timer ¥ Book Mames k4

Adions M¥-Contact Show Timer Options Names Froofing

Subject: |CaHed about terms and conditions |

Entry type: |Phone aall v| Company: | Premier Foods |

Starttime: | Tue 5/31/2011 v [1us5pm v =

Duration: |15minutes v|

Barney wanted to know if they could have 30 day payment terms. Said this was standard with all their suppliers. | told him there should be no
problem with this, Premier would just need to fill out the standard Credit Application Form.

iz}

I s

6. The Regarding and Category fields are available in MX-Contact Ribbon Add in .

Regarding:
Insert Format Text Develaper
Links : Barney Anderse = | &=~ 8 8 - E EI ?{"' £,
Status - lﬁq %= -l
§ manarall BAY " antact Start | =0
&a & | Regarding * Demonstration - Basic
L0 f=EEE Category » Dremonstration - Customised

out terms and conditions Diiscuss Requirements

Criscuss Status

Regarding Menu Options.
The Selected value is
2011 displayed with Tick Mark

ntroductory Meeting

Meeting - Mot Seen

Present/Review Proposal

Presentation

Training

» know if they could have 30 day payment t

~un n o . oA us am —

Category:

FIREL S S TR R U AL Sy AN Ll A Tl
Links : Barney Anderst * [ &~ & G~ [jl L»ﬂ Ly
‘ Status : - |,§'q & -l

General | MX-Contact Start  Pause

cﬁ .ﬂ ﬁ Regarding » | Timer Timer

MI'CG”"E‘I- Category * Relationship - Customer

Sales - Customer

R

Sales - Suspect

wout terms and conditions

ill Category Options Menu.
—| The Seleced Value is

o1y | Displayed with Tick Mark

Service/Support - Customer
£5 vl

7. Click Save and Close on the Journal. You should see the journal entry on the
opportunity’s Journal tab.
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hotes ] Companies ] Contacts ] Users ] Teams ] Appointments ] Tasksl Journals I)ocuments ] E-Mail ] Products ] Orders ] Attributes ]

1EsX 288 @ 8
[ | Company Jzer Start Duration|Entry Type
@ Premigt Foods Senthil Kumar Tug 573102011 23:55... 15 minute:s -Phane Call

\ Created Journal is displayed in Journals Tab of Opportunity

8. 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 Iltems 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:

_i Shortcuts = 8] Mew ftem | Mew = | {o}

Folder List «
All Folders -
L] All Outlook Items -

H (@= Lampaigns

H 85 Companies

H 85 Contacts
= Contracts
3 Conversations
4 Documents
A E-mail

H [@5] Events
8= Groups

H [@5] Incidents
=] Issues

éi]nurnals

4= Opportunities
Orders
8= Projects
H [85] Registered Products
3 Reports
= L3 System

S A e

2. Right click on Opportunities and select Properties.
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Opportunities

3.

I ] NCIUETILY
ﬂ-:‘l Issues

éﬂ-mumals
[84] Lists

il lﬂgrders ........... Lﬁ Qpen

84 Projects Open in Mew Window
& |85 Registered| ,
4 Reports | 4 Move “Opportunities”...

E.:’] Copy "Opportunities”...

Right Click On
Opportunities
Folder and Select
Properties Option

it Delete "Opportunities’
HIE Eename "Opportunities™...
|'_j Hew Folder...

Mark All as Read

' Properties

Opportunities Properties

General Home Page kg
Ackivities Adrministration

MX-Contact Taly

Faolde

Azzociating Folder:

Azzociated Folder:

Include in Linked
Menu kem Check
rox

Save and Cloze Buttan:

Show Activities on Bibbon [
Show Links on Ribbaon v

nclude in Link, [tems bMenu:

Ripple dszociating Fields:

Assaciating Fields to Ripple: | CompanyM ame=CompanyMame:;

-
|
Field Attributes |Files=FullN ame:
Wer: 11.01.0001
[ (04 ] [ Cancel ] [ Apply
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4. Tick the box for Include in Link Items Menu and then click on OK.

5.  You will be prompted to restart Outlook. Only once you done this, will Opportunities appear
on the Link Iltems 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.

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

Basic Steps:

1. Select the Contacts Shortcut from the Shortcuts Menu on the MX-Contact Toolbar:
(PG | @Back @D | A|S (A

.

Fole
All Fo

=

o 8

Shortcuts = §[=31 Mew Item Mew

Inbox

MX-Contact Home

Companies

Contacts

Personal ntacts
Groups

OpPpPorl geject Contacts I

£ EJENE & &

(]
1l

Users | From Shorteuts
menu

&

(]
1l

Teams

Reports

Personal Calendar

Calendar
Appointments
Journals
Tasks l
Personal Tasks
E-mail
Documents

H [&=] Events vl

Vore REHEBG

2. Open Barney Anderson's Contact Record.
3. Click on the E-mail Tab.
4. Click on New (E-Mail) button.
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41

Barney Ander:

OO 58 & e

;E]Web Page

I'/,E-!:: H9 U0« =
il

Contact Insert Farmat Text Developer

% Save & Mew ~ ) & m_
al 5end - @ [L__j |T;E‘llt‘..l'

Sawve & Print  Mew Mew Profile  Audit E-mail Meeting Call
Close #X Delete Letter Document~ | |/ | - £ Map
Acdtions MX-Contact Show Communicate
Full Mame. .. ‘ |Barnev Anderson Busingss ﬂ |+1 (2067 555-5411
Primaty Company: |Premier Foods j ﬂ Haorne ﬂ |
Job Title: |IT Manager ] Business Fax ﬂ |+1 (206) 555-6687
Primary Llser: | j ﬂ Mokile ﬂ |
Primary @roup: |Gre at Corp j ﬂ Skype Name: |
Address. .. 305 14th Ave. Suite B, B 7| | barneva@permierfoods.con

Seattle, 'Wa 95128

New Email Button

Page Address: |www.nremierfoods.com.use

Email Tab

3 Senthil Kumar
‘dizgtest oned@amail.com' Senthil Kumar EI2011 11:

golf day harneya@permierfoods comusa' Senthil Kumar B5852011 11
5.  Enter the details shown above:
‘/DS H9 U4+ )¢ Follow up on Proposal - Message (HTML)

IMessage Insert Options Format Text Developer

oo & H—‘ @ L4 Links : Barney Anders - lj&. &g.! uMessage Al <10 |A ©
‘j Ee | | | status - |- [ Mx-Contact

= §—v| )
i=

Paste Saveand Link — B I U®- Av = =
& Jf Close éﬂ é] ﬁ L—% | H H
Clipboard ™ MY-Contact Show Basic Text IF]
[ To... barneya@permierfoods. com.usa

|
]

Send ’ o

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 contact me if you have any queries.
KindRegards

Susan Jones

6. To link this E-Mail to the opportunity “Upgrade Network — 10 Computers”, Click on
Opportunities option in Related Items Menu.
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Options Format Text Developer

- . - - - ¢ ‘_
dl |Links : Barney Anders: ﬁ&. &,@JW [ Message Arial i - |A‘ =

{ |Status : ey Companies | —
. Bk NNE=EE =
28 & comags__JIBEMFERHS SIS
MX-Contact | Opportunities Basic Text
4 Opportunities Products
i@permierf] ~FFET . -
option in Related 1 3 Mx-Contact Addin
ltems Men Eallis Press F1 for more help.
Users I'

up on Propasal

7. It will open Related opportunities window. In which select the opportunity and click Link
Button.

EJ Related Opportunities

For multiple link.z, uge the Ctrl and Shift keys while
zelecting.

Cloge

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”.
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;ﬁg I Opportunity NUMO0D009
~ Contact Insert Format Text Developer

I;p g save & New - @ ﬁ'ij E;E\@ Links : Barney Andersc~ [ &g~ @ G~ |8 General %—j l

& send - [T Details
Save & Print  New Mew E-mail M
Close % Delete Letter Document~ [T Generate Quote
Actions Mx-Contact Show
Opportunity: |Opportunity MUMO00003 Description: Upgrade Network — 10 Computers
Primary Compary: |Prermier Foods
Primary Contact: |Barney Andersan

Primary Liser: | Type: |

Reicaaes Beadiuck: .

Email tab in
Opportunities Form

Primary Teanm: |

R

Lead Source: |

[Date Opened:

-

i9%6 1312011

j Create Order
Motes ] Companies ] Contacts ] Llsers ] Teams ] Appointments ] Tasks ] Jaurnals ] Documentl E-Mail lP!ducts ] Orders ] Attribubes ]

W AEEEEE YR L

O 8% Subject Ta Fram Received
Followy up on Proposal armes 3. =& Senthil Kumar BT 472011 11:10:52 PM

Linked Email is displayed in
Opportunities Form

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:

93 @ra @ @] 9 &

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

ﬁ i -| Mew Item | Mew -
= T
Fole Con
#,J) MX-Contact Home
All Fg k here
8= Companies ——
Lla 23
&= Contacts | g
=] Personal Contacts _? =
Al
= &3 Groups E
4= Opportunities ail
EE Jin
8] Teams \ Ja

] Repo
ﬁ Pers
ﬁ Cale

ﬁ Appointments

]

Opportunities
Tab in Shortcuts
Menu

3. Click on the Documents Tab.
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(D)9 Ve @ )° Opportunity NUMO0OO
il

Contact Insert Format Text Developer

m—l %Save&New' @ @ 'IE‘ Links : Barney Anderst ~ ﬁ &' &:,9!.!' 85| General
i - T

&) Send - () Details
Save & Frint  MNew Mew
Close 7% Delete Letter Document = ] Generate Quote
Adtions MX-Contact Show
Opportunity: |Opp0rtunitv NUMDO0009 Description: |Upgrade Metwark — 10 Computers
Frimary Companty: |Premier Foods v |
Primary Contact: ||:_;ame\ff anderson - |
Primary User: | - | I Type: |
Primary Team: | jﬂ Primary Product: |
Lead Source: | j Skatus: |
Date Opened: Stage: | j Create |

-Mail ] Products ] Orders ] Attributes ]

Dacuments I

Mokes ] Cormpanies ] Conkacts ] Users ] Teams ] Appainkments ] Tasks ] Journals

IEaX 248 8 9

[ 8 Document Mame

Document Sub Type

Documents Tab in
Opportunities Form

4. Click on New Document:

-

Date Opened; Stage: |

1132011

Motes ] Companies ] Contacts ] Lsers ] Tearms ] Appointments ] Tasks ] Journals Mail ] F

D x 298 8.9

U | Doctment Matme Document Type Do

New {Documents) Button
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5. Click on the Create New Document Tab, and enter the details shown above:

lg f

—
! Cln
o

Post Paste

-

send |/ Clipboard ™=

Templates Location:
Templates Folder:
Template Mame:
Document Mame:
Document Location:
Dacurnent Folder:

Insert As:

0.4

Discussion

2

L =

Insert Options Format Text Developer

Iﬁ—‘ Links : Barney Anderst = [ &4* 2 gd' (% Document Properties

e S@@ & T |
MX-Contact ow

i} outlook/Exchange Folder!  © Windows File Systam

Create New
Document Tab

* ouHook/Exchange Folder T Windows File System

| #|

™ Shorkcut

{* pttachment

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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‘.ﬁg d9-0 - Barney Anderson Fax Cover [Compatibility Mode] - Microsoft Word Table Toals - =X
: Home Insert Page Layout References Mailings Review View Developer Design Layout @
= { - ¥ = a—  a— = a= Find =
j 4 mesnenronn -0 - (4 W E T EE ] e aaBoced e % '3% )
. 53 = = & tae Replace
Pa‘ste ¥ [B I U-dex x &av|[¥-A-|E El“f_' |83~ -] Emphasis THeadingl THeading? - g‘ya‘:sgf g Select-
Clipboard ™ Font T} Paragraph F] Styles F] Editing
I T "'ﬂ‘"g‘"1'"I"'Z"‘I'ﬁ"3"ﬁ'\"'4“'I"'5"'§"‘5"‘ [3_;]
4]
305 14th Ave. uitz B,
Seattls, WA 98128
To: Premier Foods Fax: +1(206) 555-6687
Attn:  Bamey Anderson cc: [Click here and type name]
From: [Click here and type name] Pages:  [Click here and type numiber of pages] [+
t
Date:  6/14/2011 9
3
| [EEEIREYeR==y===F"

7. Click Save in Word and close the document.

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

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 43




The MX-Contact Tutorial Opportunities

Oa)\d9 0+ % )= Opportunity NUMO00001

'If\ r ﬂ
. Contact Insert Format Text

m—‘i: ﬁij l:ﬂ @ i E-mail - 53 @ |=] Picture - (5} -'.L\]i(; LE;"

v )| g Meeting g BY Categorize ~ [l
Save & Print  New MNew Business Spelling |||Con
Close X Letter Document = (3 || & call - £ Card ¥ FollowUp~ &/ * Mot
Actions M¥-Contact Show| Communicate Options Proofing || Onel
Opportunity: |Opp0rtunity MUMOO0001 Descripkion: Metwork Upgrades - 10 Compul
Primary Company: IPremier Foods v | F
Primary Contact: ||3E,me\ff Andersan - | B
F‘rimary Lser; | w | E Type: |O|:I|:IEII"tLII'Iit'§." T'}."DE 1
Primary Team: | jﬂ Primary Product: |
Lead Source: | = Documents |Gpen
Date Opened: Tab | j

Nokes ] Companies ] Contarcks ] Lsers ] Teams ] Appainkrments ] Tasks ] Journals E-Mail ] Products ] Orders ] Akt
gL Xx B4 5 @ & Lok Far: ! M-Contact

01| 8 |Document Name Document Type Dacument Sub Type

Barney And

\ Document record is added in the
Opportunities Form

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”.

di 42 &

Inities -

j__ Select the record from Recent Drop down l Look for:
et

2. Click on the Open Recent Item button.

|Open Recent Itemi

3. Once the Opportunity form has opened, click on the Tasks Tab.
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*

41

."/E": = I I Opportunity MUMO00001
it

Contact Insert Format Text

| i %T ﬂE"_n |:D':|_| E| -‘jE-mail i% e éﬂF‘icturev
- @ j Sl (3| EgMeeting ¢ B4 categorize

Save & Print MNew MNew Business
Close >< Letter Document = (3 R Call ~ @ card ¥ FollowUp-
Actions ME-Contact Show Communicate Options
Cpportunity: |O|:u|:u:urtunit3.-' MUMODO001 Description:

Primary Compariy: |Premier Foods v =

Primary Contack: |Barne~,-' Anderson

Primary User: | Type: Opp

Primary Tean: | Primary Product:

“ElhERE

Lead Source: | Status:

gl gl g

Date Opened: Skage:

Journals ] Documents ] E-Mail

| Look For:

HSeaX 48 @ 9

01 ! Subject Status Due Bt

% Complete Categories

Tasks Tab in Opportunity Form

4. Click on New Task.

=

=R NEE I

Statuz|Due Date

%

Mew {Tasks) Tasks Tab

Intton

5. Enter the Task Details:
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Oa) 9 & & )5 Fax proposal to Barney - Task

|
Task Insert Format Text

| i x links : BameyAndersc~ [ &a~ & g~ @ E Eﬂ"] @ &y
| Status = ﬁ"' l?‘:, :l | a

Save & | Delete § Assign Send Status  Mark Opt

Close @ i] ﬁ -L_Elﬁ D Task Report  Complete Eu\} g
Actions MX-Contact Show Manage Task

Due in & days.

Subject: |Faxproposa|to Barney

Startdate: | Thu 6/30/2011 v| status: Mot Started

Duedate: | Thu6/30/2011 v priority % Complete. [0% |3

DReminder: | | | | Chwener: ‘SenthiII{umar

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”:
Skage: I

Date Opened:

2416 (2312001

Mokes I Comparies | Conkacts I Isers I Teams | Appaintrnent nUrnals | Docurnents | E-Mail I Products | O

MEa X B4E @ & Aok For: G f/ M
O Y |Subject Statuz|Due Date % Complete| Categories
W

In Tasks Tabh the created Task Recordis displayed

7. Click Save and Close.

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

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

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 48




The MX-Contact Tutorial Opportunities

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. Select the Orders Folder from the MX-Contact Folder List.
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Folder List «
All Folders o
2] All Outlook Ttems -

[ &3 Campaigns =
[H &5 Companies
[H &3] Contacts
4= Contracts
3 Conversation:
[ Documents
[ E-mail
[H &3] Events
8= Groups —
[H &4 Incidents
=] Issues

éﬂjnurnals

83| Lists

ﬁ i Orders

Option in
|  Folder List

2. Click on the New (Order) button:

%4 Orders - outlook://MX-Contact P/E 11.01.01/1

| Click here to enable Instant Search

S48 AEE @ ¥

||‘-\v.nl X

Mew (Order) Button

Date |Cu:umpan':.f |C|:|r|tan:t

3. Ablank Orders form will appear:
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Enter the following details,:
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s i) A =
( ':'3 H9 0+ 9 Order NUMOQ0001 - Ordler
- Order Insert Format Text
| i %' @i_j |ID| FE_QI General.] ‘_l| E-mail iﬂ @ @]Picture = & w
il |l (TDetails | EjMeeting ¢ 5 categorize ~ [l
Save & Print  Mew MNew i Business Spelling
Close X Letter Document~ | L Print RQall~ B cag ¥ Followlp~ 8 b
Actions M¥-Contact Show Communicate Options Proofing
Order Mo |Order NUMOD0001 Description: |
Reference: | Order Date: fe [24f2011
Salesperson: | j Required Date:
Status: | j Shipped Date:
Priority: | j Invoice Mo:
Comparty: | ﬂ Invoice Date:
Contack: | ﬂ Currency:
hotes lCnmpanies ] Contacts ] Line Items ] Tasks ] Journals ] Diocurnents ] E-Mail ] ::‘lew Orders
orm

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

button.

-

41

-'KEEHI b_-‘ of B ] S
Tl
= Contact Insert Format Text

Order MUMOD0001 - Order

|:i (e ﬁ;:.j :IEL HGenerall SyE-mail 5% g=8 [2]P
iﬂ,v - = Eﬁ&rj

ClDetails || & Meeting o) BE C
Save & Print  Mew Mew ) ) Business
Close % Letter Document ™ I Print Y Call - g card YF
Actions MX-Contact Show Communicate Opt
Crder Mo: |Or|:|er MUMO0O001 Description:
Reference: |F‘RE12345 Crder Datke:
Salesperson: | j Fequired Date:
Skatus: | j Shipped Date:
Priarity: | j Invaoice Mo
Campany': | 0 Imvaoice Dake:
Conkack: Line ltems Tab 0 Currency:
Mokes ] Companies ] Conkacts asks ] Journals ] Documents ] E-Mail ]
n}_, . = & L|E:| E % | & a) Lock, Far:
4 |order Detail 1T Product CodelD Description Type
Mew (Order Details) Button I
6. The following screen will appear:
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|'KEE1".I ‘g 7o
WEH

Order Detail
e @

Save & Print

Close ><

Adions

Order Mo

Line: Mo

Product Code/ID:

Description:

Quantiy:
Unilt Price:

Discount:

Hotes:

5 Order NUWMOO0001, Line 00001 - Ordler Detail - B X
Insert  Format Text (7]
@ ( 5 \_J Picture ~ j ABC |f_7|'
u / i
D Categorize * -
Mew Mew Emall Meetlng Call Business Spelling || Contact
Letter Document = - rJ Card ¥ Followlp~ 9‘./ - Mates
WX-Contact Communicate Options Proofing || OneMate
|Order NLMOODO01 Order ID: |4D/575086-71FE-4060-6F4F-BE41BC2CTAL
\Line 00001 Order Detal ID: |1C64AB16-68E4-4813-A0CF-53B0AG54TEES

ﬂ Type: |

K
Family: | j
Group: | j
| 0 Unit of Measure: | j

$U.UU Cost Price: $U. o

0.0 Extended Price: 40,00

New Order Details Form

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

Actions

Order Mo

Line Ma:

Product Code/I0:

Description:

Quankity:

MX-Contact Communica

|Crder NUMDOOOO1

\Line 00001

| rle
_~

Cpen Folder Button in Product
CodelD

8. The Product Register will appear.
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84 outlook://M¥-Contact P/E 11.01.01/MX-Contact/System,/Products - Micrasoft Qutlook

EEiIe Edit  Wiew Tools Acdions Help

8= - Search address books — « | &
iG] Mew @ @ [} Search address boo (7] s
@8 @ [HY @ g

Ii |85 Mew Item | Mew~  Recenk ~ | & | = | Gl | g la_al_i

54 Products - outlook://MX-Contact P/E 11.01.01/MX-Contact/Syste

| Click here to enable Instant Search

MEX 2HE dEHE @ Look for: &
seulinkand Close . Link

O3 |Product Code » Product Description Product Type Procluct
= ITEFEC Microzaft Optical Mause Product Type 2 Product F

¥ 7vs0228p IHP Pavilian Motehook {Product Type 1

EF- rociuct A

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

83 outlook://M¥-Contact P/E 11.01.01/MX-Contact/System,/Prod
EEiIe Edit Wiew Tools Actions Help

i 8 New ~ @ &t [ Search address books - n@‘_'
i@k @ 59 @l g

. @ 8dnewltem | Mew~ | Recent - | B

84 Products - outloo

|Click here to enable Instan &

Select the relevent
product and click Link
and Close Button

1 |Product Code » Product Dezcription Product T
ITE7SC Microsoft Optical Mouse Product T
E:EI:I:_':_'-'-'-F' EHF' Pavilion Motebook EF'FIZIEiLJE:t T

10. Enter all the remaining details.

Ext. Price: $2,025.00
Quantity: 1
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11. Click on Save and Close. Repeat this process until all the required products have been

added.

12. 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.

(Oq) d

e
ag 1}

Contact

W s
Save & =
Clase x
Actions
Order No:
Reference:
Salesperson;
Skatus:
Pricriky:
Company:

Conkack:

Motes }Campanies ] Contacks ] Line Ikems ] Tasks ] Jaurnals ] Do

P

Q,—;,?J

Print

o= Order NUMD00001
Insert Faormat Text
fiw ] - G General| “_jE-mail &3 -8 || Picture -
i) petails || B Meeting B4 categorize *
MNew Mew i . Business
Letter Document = :I Print \i-‘_; Call - E) Card r Faollow Ul:l e
M¥-Contact Show Communicate Options
|Ordler NUMOODOO1 Diezaiigas: HP Pailion
|PF:E12345 Order Date: :
| Reguired Date:
Shipped Date:

Irrvoice Mo:

Irvoice Date:

Currency:

\?I*_I*_I*_

Open Folder Button in Company
Field

13. 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.
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Order NUMO00001

41

EEH H tg .'; - >
. Contact Insert Format Text

- - ':':':L 8 General| 43jE-mail 43
[Ep P ﬁj liw]

ClDetails | & Meeting o)

Save & Print  Mew Mew i x
Close % Letter Document ™ I Print %o Call - £
Actions MX-Contact Show Communicate

Crder Mo: |Or|:|er MUMODDO01 Description:
Reference: |F‘RE12345 Order Date:
Salesperson: | j Reguired Dat
Skatus: | j Shipped Date
Priarity: | ﬂ Irvoice Mo
Company': | =5 Inwvoice Date:
Conkack: | CUFrEncy:

Motes lCDmpanies ] Contacks ] Line Items ] Tasks ] Journ Daocuments ] E-Mail ]

Open Folder Button in
| Contact Field

14. 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

| g DAR oF | L) ¢

ale
| Fqg
Al

= AL
] My-Contact Home
85 Companies

83 cContacts

|85 Personal Contacts

85 Groups

Opportunities
Ciption From

Shortcuts Menu
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2.

3.

6.

Then click on the “5 New Computers for Sales Department” opportunity for Premier Foods
to open the Opportunity record.The following screen will appear:.

ﬁq\ i - By - Opportunity NUMD00002 A
Eﬂ!

Contact Insert

ﬁﬁ' @ @j III’:L @ ) Emal 4 % pidure- 3 v |f?j
3 : %] )| G Meeting ¢ B categorize - [ o)

Format Text |

TN | ™ i | O e ) P v ot | 2 Gt

Adtions W¥-Contact Show|| Communicate Options Proofing | OneMote
Opparkunity: |Opp0rtunit\; HUMODD00Z Desriptian: 5 new computers - Sales Department
Primary Company: |Premier Foods| ﬂ
Primary Contact: | Llﬂ
Primary User: | ﬂ Type: | E
Primary Tearn: | jﬂ Primary Product: | >
Lead Source: |Lead Source 1 j Skatus: |0pen I
Date Opened: Stage: |

ﬂ Create Order

Motes ICompanies ] Contacts ] Lsers ] Teams ] Appointments ] Tasks ] Journals ] Documents ] E-Mail ] Products ] COrders ] Attributes ]

Opportunities
Form

Click on the Create Order button.

Type: |

Ly LN
Led Lo

Primary Produck: |

Skakus:

Skage: |

Create Qrder

] Crders ] Aktributes ]

asks | Journals Create Order Button in

Opportunity Form

zl
An Order Form will open transferring all the information found in the Opportunity to the
Order screen.

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.

Click Save and Close on the Order Form.
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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 Items (Landscape).

Basic Steps:

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

New~ | faY 8 HH ) & o

;@ | shorteuts = %) New Item

Folder List

<

All Folders

£] Al Dutlook Items

4

[ =T

fi=| Contracts

LA Conversations

4 Documen
3 E-mail
# &3] Events
S= Groups
H &= Incidents
G| Issues

\-_fﬂ Journals

Si= Lists

ts

H &= Opportunities

& &= Orders
S= Projects
& =] Regist
.
%= Targets
i‘i Tasks

d Pre

H =] Transactions
L& Search Folders

o
.

-

-

(4 Reports - outlook://N

|Click here to enable Instant Search

IEXx BdE 33

O

g
8

g8
g
8

Regport

Activity Detail Report with Relk
Activity Summary Report Lanc
Activity Sumimary Report Lanc
Appoirtment Detail Report witl

Iﬁl

EEEEE CEEIER

Reports
Ciption In
Folders List

[ Cor i v B (e B Comr B (o I Ceor I (o ] (v T o

;:Dsting Fepa
Report with R

Campaign Report with Relatec
Campaign Report with Relatec
Company Detail Last Contact f
Company Detail Repart Lands
Company Detail Report with B
Company Detail Report with B
Company Report with Contact
Company Report with Contact
Company Sales Plan Repart (L

2. Select and double click on the Order Summary Report with Line Iltems Landscape.The
following window will appear.
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|'/b” W e - Order Summary Report with Line tems Landscape - | X
)
- Discussion @

[-:I Cuery Builder

?%J —% _$ x L3 Mave to Folder ~ ﬁ Y j A ﬁ#

3.

Save and Post  Reply Forward | Delete 2] Other Actions ~ Categorize Follow Markas | Find || 3endto
Closze Reply & Up~ Unread & OneMote
Mx-Contact Show Respond Actions COptions CneMote

Report Name{Desc: |Order Surmary Repart with Line Items Landscape]

Repart Type: |Crystal Report | Sub-Type: |order ~|
Cubput/Prink To: |Window j Paper Size: |.q4 {0 j
File Format: | j Paper Source: | j
File Path/Name: |

Primaty Folder: |Orders

j Refresh

Keep Group  Repeat
[ Default Report For the Falder | Sy i Tiies Together  Header
Sart By 1) |Fu||Name j Group By: 1) | = r r
2| =~ 2 | I
3 | - | 3 | | 8§ =
Filter:

|
%

Order_Summary_Report_with_Line_ltems_Landscape.rpt (21 KB}

Mail Merge: | Template: |

Count
Execute Repork

|

Execute Report
Button

(!

Click on Execute Report. The report will be displayed as follows:
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E% MX-Contact Crystal Reporting

BusinERM' =
A

AR Orders Report with Line ltems
Soned By FuliName
Order 1D Referance Cornpany Salezperson Statue
Order Date Description Contact Priority
Order HUMO00D01 | PRE1Z343 Premler Foods
BIZdZ0N HP Paviie i Notebook Barey Aniderion
Dietail 1D Description Product Type Bual
Live 20001 HE Pavllie i Hotebook Product Type 1
Orer 1D Reference Cornpary Salesperson Statue
Order Dete Description Contact Priority
Qrder HUMD0D003 Premler Foods
B/2h2011
Dietail 1D Description Product Type Gl
>

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

Computers — Sales Department”.

Basic Steps:

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

Folder List 4

All Folders ]

£] Al Dutlook Items -

e R T PSS

fi=| Contracts
[ Conversation:
[ Documents
4 E-mail

& &=] Events
S= Groups

H &= Incidents
&= Issues

éﬂ-_lcuurnals

&= Lists —

8= Opportunitie:
5 Crcers |

8= Projects
fi=| Registered Pri
[ Reparts
H 3 System

fi= Targets

@

Create Orders Button
in MX Comtact Folder
List

2. Select the Order for Premier Foods.

— “6 New
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G RSN Order NUMO000001
(=)

Contact Insert Format Text

- i 8 General| 4_yEmail 42 =8 [Picuer (5 ABC
= RE R = v

FEoRg [j Details % Meeting ;E] ED Categorize ~ [
Save & Frint  Mew Mew i Business Spelling
Close x Letter Document ~ (I Print R Call - £ card ¥ FollowlUp~ a./ r
Actions MX-Contact Show Communicate Options Proofing
Order No: |Order HUMDDDDD! Descriptian: IHP Paviion Notehook
Reference: |F'RE12345 Cirder Date;
Salesperson; | j Required Date:;
Skatus: | j Shipped Date:
Priarity: | j Inwvoice Mo
Campansy: |F'remier Foods ﬂ Inwoice Date:
Contack: |Barney Andersan ﬂ Currency:

Makes ] Companies ] Contacks  Line Items lTasks ] Journals ] Docurnents ] E-Mail ]

HE= X B Y @ | % 4| 6| a) Look for: 5 k! Ma-Contact
[ |Order 1D Dl D Froduct CodedD | Description Type Family Group
Line 00001 D1547000-148E- .. |HP Paviion Noteb... [Product Type 1 {Product Family 1

3. Click on the Print button in MX Contact Add in at the top of the window.

I...-"' — -"\_I lﬂ ™y U Y ; =
&
- Contact Insert Format Text

Lo ) 0

Print MNew Mew
Letter Document -

ME-Contact

Print
Button

4. The report will be sent directly to the printer. It will be printed in the following format:
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IR X-Contact Crystal Reporting E| @| E|

ol 1t = G oo - BusinessObjocts
Y

Sales Invoice

Irte i No: Nv1234 ‘ Irwgice Date: Grakzot
Custarner No:

Custarnner: Prem ler Foods

hvoke Addess: D I IyAcdel e 35

Salesperson:

Order Referemoe:  PREIZHE

‘ Detail IO Product Code Description ‘ Buartity Urit Price Externded Price

| Lhe 00001 | HP Pavllien Hotebook | 0500 F2,015.00 |
Sub Total: $2,015.00
Sales Tax: 3201.50
Freight: F55.00
Grand Total: $2,281.50

b
4 bd

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)

© ExchangeWise (Pty) Ltd www.exchangewise.com Page 72




The MX-Contact Tutorial

Opportunities

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:

Fal

der List

<4

All Folders
2] Al Dutlook Ttems

E Calendar

H 83 Campaians

H 83 Companies

= 83 Contacts
|85 Contracts
A Conversations
_d Documents
LA E-mail

H 835 Events

Projects
Option in
Folder List

= 8= Fegistered Pr«
i Reports (1}
H [J System

e

3
-

F

2. Click on the New Item (Project) button the MX-Contact Toolbar.
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@ snoren- [T new~ | (Y 69 B4 3 2 &8

3. Ablank Project Form will open:

( |:| (= R RN Project NUMO00001 - = X
Contact Insert Format Text @
I ;i % @ [!._‘ j I:ﬁ_=-| General] ‘j E-mail 5‘-1 I£]P|cture - i) % |E?#
5 - "7 Details % Meeting gﬁ :"] Categorize ~ [} o
Save & Print MNew New Business Spelling || Contact
Close X Letter Document - ] call - ¥y cara ¥ FollowUp~ &, - Motes
Actions M¥-Contact Show Communicate Options Proofing || OneMote
Project: |Pr0ject MUMOO0001 Diescripkion:
Primary Company: || ﬂ ﬂ
Primary Conkact: | j ﬁ
Primary User: | j ﬂ Type: | j
Primary Team: | j ﬂ Skatus: | ﬂ
Lead Source: | j Stage! | ﬂ
Date Opened:
Motes | Comparies ] Contacts ] Users ] Teams ] Tasks ] Journals ] Documents ] E-Mail ]
i
-
-

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

Complete the following information on the General Tab:

Description: ILrJ][?rg;;criiuncgtjuorfeComputer 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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— ) =
I'EE;\ | o %
&
Contact Insert Faormat Text

WY & G

Project MNURQOO0001

8 General| S3E-mail 53 e

(CIpetails | B Meeting o)
Save & Print Mew Mew . Bu
Close x Letter Document = &, call - £ C
Actions PX-Contact Show Communicate
Project: |pr.;.]'.3.;|; MUMODOo01 Description:

Primary Campariy: [Premier Foods

Primary Contack: |

Primary Uset:

|
Primary Teann: |
|

Lead Source:

Dake Opened:

Open Folder
Button in
Company Feld

Motes | Corpanies ] Contacts ] sers ] Teams ] Tasks ] Journals | Documents ] E-Mail ]

6. Enter the details for the Details Tab:

Probability: 75%

Expected Value: |$380,000

Quote Ref: 20050702RT12
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!.fm% = € 5 ¥ = Project MU
- Contact Insert Format Text
%* @ [LT & General 424 E-mai
- l i _
AL Silv) - ) Meet
Save & Print Mew Mew m ;
Close X Letter Document = &, call -
Actions MX-Contact Shov Commu
Project: |P'ru:ujeu:t NUMODO001

Expected Yalue:
Probability:
Rating:
Expected Close:
Order Month:
Inwoice Month:

Qunke Reference Mo:

7. Click Save and Close.

| 380,000

E "5

Details Tab

|20050702RT12]

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:

Folder List «
All Folders =
L] All Outlook Items -

[ calendar “
H &5 Campaigns
H |85 Companies
H 85 Contacts

G=| Contracts

LA Conversations

_d Documents

3 E-mail
Ll s
Project
Option in
Folder List

9= Fegrstered Pre
1 Reports (1}
H [J System

o

e ]

2. Open the following Project:

Project: Project NUM000001
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3. Click on the Companies Tab.
i (g H ) B e ¥ | Project MUROD0001
[+ |
: Contact Insert Farmat Text
l i TER @ [.;.‘_,j ] 8 General| EyE-mail &3 [g=
al- | Sl [(CIpetails | B Meeting o) A
Save & Print Mew Mew Busin
Close X Letter Document - G Call ~ 0y Carc
Actions MX-Contact Show Communicate
Project: |F‘r|:|je|:t MUMOOO001 Drescription:
Primary Compary: |Premier Foods =] ﬂ
Primary Contack: | j ﬂ
Primary User: | j ﬂ Tvpe:
Primary Team: | ﬂ ﬂ Skatus:
Lead Source: | j Stage:
Date Opened:
Notes | ontacts | Users | Teams | Tasks | Journals | Documents | E-Mail |
O & s asz B3 ‘CLLEfl éiﬁ.ﬂ = 2) Laock Far:
O | compary Business Phone Business Fax
Companies Tab
in Projects Form
4. Click on the New (Company) button.
Motes COMpanies lC-:untal:ts ] Users ] Teams ] Tasks ] Journals ]
iman B GdE dAEE @ 4
Compa Buziness Phone
B vton [N
button
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
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Phone: (206) 876-8976
AN e ) Technology Integrators - B X
‘—?) Contact | Insert Format Text @

—
v i

e
Spelling || Contact

E MNotes
Proofing || Onelote

H i %* [L:' ] ’IE‘ 8| General| 424 E-mail &3 a= IQPit:I:ure -
- Sty [Ciprofile || B Meeting o
Save & Print  Mew New . Business
Close X Letter Document~ || () Audit Lalr 2| card
Actions MX-Contact Show Communicate Options
Compary: |Technolagy Integrators Business
Shortfother Name:

|Technology Integrators

ﬂ |(208) 676-8976

Business Fax

hdl[

Primary User: |

s

Primary Group: |

=]

Address..,

Business %

Mailing Address v

Suite 31 Weskmont Office Park, 231 Newman
Road, Kirkland, Wwa 98321, USA

E-mail

=

‘Web page address: |

Mail Server! |

Mates ]Groups ] Companies ] Contacts ] Lists ] Users ] Appoinkments ] Tasks ] Journals ] Dacuments ] E-Mail ] Conversations ] Oppartun 4

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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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:
Folder List «
All Folders

L] All Outlook Ite

_.E Calendar -
H |83 Campaigns
H 83 Companies

H 835 Cont
4= Cont

_ Conversations

 Docu

Project
Option in
Folder List

Reqls

= — .

T

2. Open the following

1 E-mail

|1 Reports (1}
H 3 System

#

ms b

acts
racts

ments

ered Pre

4

Project:

Project:

Project NUM000001

3. Click on the Companies Tab.
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.l:' = T RPN Project NUMO00001

Contact Insert Format Text

(Tl Details | g Meeting ]

Save & Print Mew New Busine

Close >< Letter Document - Y Call - L Card
Actions FX-Contact Show Communicate

Projeck: |F‘r|:|ject MUIMOO0001 Drescription:

Primary Company: |F‘remier Foods J J

Primary Contack: | J J

Primary User: | ﬂ ﬂ Tvpe:

Prirnaty Teann: | j ﬂ Status:

Lead Source: | j Stage:

Dake Opened:

H_'i_ Llﬁ ;ﬂ ﬁ j_"] [ék] @ Look, For:
Business Phone Business Fax

(206) 576-8976

J

O | Comparny

@ Pretmier Foods

5 Technology Integrators

om3 om3

. 1

Companies Tab in Projects Form

4. Click on View Association button.It will show the companies list in Association mode.

Motes Companies lCn:nntacts ] Isers ] Teams ] Tasks ] Journals ] Documents ] E-Mail ]

"il.é tﬁﬁi] & | &) Loak far:

|Buziness Phone |Buziness Fax

View Association Button —

(1 | Company

@ Premier Foods

HiH Technology Integrators

5. Highlight Technology Integrators and double click on it.A Project to Company

Association Screen will appear. Type Contractor into the Relationship field.
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/E"ﬂa Vil e )t Project NUMOO0001 / Technology Integrators B X
—/} Contact Insert Farmat Text (7]
H ﬁ A - [L;_‘j L CyEmal 4 =B [Eriduer 5 é& |‘Ff
Al Sl B Meeting () B categorize - [ w2
Save & Custom Print  Mew Mew ; Business Spelling || Contact
Close Adions ~ X Letter Document~ ||| o Gall” 8| carg ¥ FollowUp~ 9“/ v Motes
Actions M¥-Contact Communicate Options Proofing || OneNote
Project: |Pr0]’ect HUMODD001 J Campany: |Technolugg Inkeqratars J
Relationship: || j
Rale: | j
Influence; | j

Benefits: Issues:

Mokes: -
iy
rFy
v

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.

Folder List #

All Folders =

L] All Outlook Items -

_.E Calendar -
H |83 Campaigns
H 83 Companies
H 83 Contacts

f=| Contracts

_ Conversations

1 Documents

1 E-mail

Project
Ciption in
Folder List

%= Feqgistered Pre
|1 Reports (1}
H 3 System

= — .

L FTTIR

2.  Open the following Project:

Select the Projects folder from the Outlook Folder List:

Project:

Project NUM000001

3. Click on the Documents Tab.
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41

nﬁ

Project MUMOO0D01

Contact Insert Format Text
HJ [ @ [;j (89 General] Xy Email 3 gﬁ
il () Details || T Meeting (g
Save & Print  Mew Mew Business
Close X Letter |Document = & Cal - Card
Actions M¥-Contact Show Communicate
Project: |Project NUMOOOO01 Description:
Primary Company: |F‘remier Foods J J
Primary Contact: | J J
Primary User: | ﬂ ﬂ Tvpe:
Primary Teann: | j ﬂ Skatus:
Lead Source: | j Stage:
Date Opened: 6 2512011 -
Motes ] Companies ] Conkacks ] sers ] Teams ] Tasks ] Journals -[Mail ]

LJl.jn-lI.ﬂ.Jx j"idg:l [-‘J @

Loak Far:

O A |Documert Mame

4. Click on the New (Document) button:

Document Type

Dacuments Tab

Mokes ] Companies ] Conkacks ] sers ] Teams ] Tasks ] Journald rail ]

u;?.JX j"jdé [-,-E] Q

Look, For;

0 ocumert Marme

Mew {Documents) button

Documernt Type

© ExchangeWise (Pty) Ltd www.exchangewise.com

Page 87



The MX-Contact Tutorial

Opportunities

5. Click on the Attach Document button:
D-: - . F |3 Untitled
A
Discussion Insert Options Format Text
=L i ' i - - - iy
L] j ) " i Links : Premier Foods ~ [ &g~ & 6 2 il A i
Ee' Status - [ -
Past Paste Save and — Show || Basic |Include
v Close éﬂ ii ﬁ @Q e Text - >
Send | Clipboard ™ MX-Contact
Dacurment Mame; ||
Document Type: | ﬂ Document Sub-Type:
Categaries. .. |
Link. Dacument |
Attach Documnent
Mew Docurment
Attach Document Button
6. Select any document for tutorial purposes.
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7.
8.

Select Document

D

My Recent
Documents

?":
[
Deskiop

My Documents

o

by Computer

e

kA M etwark
Places

Look in; |@ b contact

?)X]

| e ® ek Er

|- Instruction Manual 2007
ICLoGo

[CMay 28

[CMew Folder
IC)5creenshats

[C)SEMT TO ERAIN
@Testing

EIJCaIenu:I.Elr_r'-ﬂaneu;uamenI:_2IZIEIT-"

Exchangewise_Information_Shest
i_i'l:lJu:uurnals_ZDEl?
IEIJMbdlCu:unI:.Eu:I:_InIﬂ:urmaI:ic:n_ShEeI:_CaIE|'u:|.Enr_r'-“laneu;uemnanlz
IEIJMbdliu:unlzEuu:I:_InFu:urmatic:n_ShEeI:_Cu:um|:|an3.f_IC::unI:.Eu:t_F'ru:uI‘iIi|'u;j

MxContack_Inform
IEIJr'-“l><IC::unt.Eu:I:_InFc:rrr
@MXCDntact_InFc:rrr
MaContack_Inforr
WM Contact_Inform
W pycontact_Inform
MxConkact_Install
IEIJr'-'1><Cu:unteu:I:_InsI:ru
B pycontact_SGL_ Y
B pycontact_SGL_%
B pycontact_Tutari.
B pycontact_Tutori.
WM Contact_Tutari

< | »
File namme: ||:I|:|wn||:|ad lirks j DOpen |
Files of type: | Documents [%.%] ﬂ Cancel

[~ Open as read-only

Click Save and Close.

The attached document will now appear on the Documents tab for this project.
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Iﬁg [, BT R

41

Project MUNOD0001

= Contact Insert Format Text
l :i E;l' @ @_.] % General -‘ﬁ E-mail i% a-8 |
s~ | Sl (T Details || g Meeting g g
Save B Print Mew Mew Business
Close 9% Letter Document = B Call - 2 card "
Actions MX-Contact Show Communicate
Projeck: |Pr|:|je|:t MUMOO000 1 Drescripkion:

Primary Company':
Primary Contack:
Prirnary Lset:
Prirary Teann:
Lead Source:

Date Opened:

|F‘remier Foods

= %

L4

5 |5 %

j Tvpe:
ﬂ Stakus:
j Stage:

Motes ] Companies ] Conkacts ] Isers ] Teams ] Tasks ] Journals  Documents IE-MaiI ]

MEwmX 48 @ &

Look Far;

Document Type

Document is attached to Project I

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 NUM000001

Subject:

Project Costing Analysis

Due Date:

2 weeks from Thursday

Category:

Sales - Prospect

Basic Steps:

1. Open the Project “Project NUM0O0O0001”

2. Once the Project form has opened, click on the Tasks Tab.
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41

,-*’E.}, 9 O a v Project MUNMO00001
LA

Contact Insert Format Text

Tehs W 1 85 General| “_jE-mail 43 a=
I{i—‘ - ffj EEE;I .

ClDetails | & Meeting o)

Save & Print  Mew Mew ) Busines:

Close x Letter Document - G Call ~ Uy Card
Actions PAX-Contact Show Communicate

Project: |F‘r-:uje::t MUMOOD001 Drescription:

Primary Cormpany: |F‘remier Foads ﬂ ﬂ

Primary Contack: | j ﬂ

Primary User: | j ﬂ Tvpe:

Prirmary Tearn: | ﬂ ﬂ Skatus:

Lead Source: | j Stage:

Drate Opened;

252011

MNotes ] Companies ] Contacks ] sers ] Teams ournals ] Dacuments ] E-Pail ]

NHE-X 2dE @ 8

O ' | Subject Status|Due Date

Look for:

Y Complete| Catec

Tasks Tab in Project
Form

3. Click on New (Task) Button.

Maokes ] Cormpanies ] Conkacks ] lsers ] Teams aurnals ] Dacurnents ] E-Mail ]

X BEEE & a Loak For:

Mew Tasks Button [ %% Complete|Ca

4. Enter the Task Details:
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) [ N Project Costing Analysis - Task

[ —
| Task | Insert Format Text

X e gde @ g o

Save & | Delete Assign Send Status  Mark

Close (E @ ﬁ @a (3 Task Report  Complete

Actions Mi-Contact Show Manage Task

Due in 14 days.

Subject: |Pr0jectCn5tingAnalysis

Start date: | None v status: [Not Started

Due date: |SE”B.'3}11 V‘ Priarity: % Complete: (0% :
|:|Reminder: |— | |— | Owner: |SenthiIKumar

5. Click Save and Close on the Task. You should see the task displayed in the Tasks Tab:
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- HY9 U6« % )+ Project NUMOOODO1

Contact Insert Format Text

QJE‘ L@ @ Eﬂ@ [m iyemail 53 = =] picture -

[j Details Meeting Categorize -
O

Save & Print  Mew Mew - Business

Close X Letter Document~ %, call - I Card ¥ Follow Up -
Actions ME-Contact Show Communicate Cptions

Project: |iject RIUMO00001 Description: Upgrading ¢
) Infrastruch

Primary Company: IF’remier Foods j ﬂ

Primary Conkack: I j ﬂ
I j ﬂ Type:

Primary Tean: I j ﬂ Skatus: Ot Far Bid
|

j Stage:

Primary User:

|

Lead Source:

Diate Cpened:

Diacuments

Lok For:

% Complete | Catd

Task Record is added into Project Form

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

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:

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

Folder List

4

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

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

All Folders
2] All Outlook Items

3

-

A Conversations -

4 Documents
3 E-mail
H [@5] Events
8= Groups
H [@5] Incidents
[@5] Issues
éﬂjnurnals

Rep@rts i1}

Fegigtered Produs

Opportunties
option in
Folder List

L@ search Folders
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8 5 new computers - Sales Department - Opportunity

Fle Ecit Wiew [neert Format Toos Adtons Help

Baveadds: ) & & Y v $E S -~

al

General | Detals Generate Quate |

Cpportunky: |5 new compubers - Sakes Department L=l |C|Dcn j
Template: [Tzrgat Account Seling x| e [b-cComkzct |
B2 EBIER HEH E_?s.lu"'fzmﬁ = Generate [ aun Load Sales Plan

[ Soes Plan Date Section Sb-Gection Category Sub-Caceary 1=
There ans o bzms b show in this vie,
El

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
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8 5 new compulers

- Sales Department - Opportunity

Fle Ecit Wi [neert
& Sove And Closs E

:ﬂ

Cpportuniy:
Templake:

General | Dietals ] Salos Plan |

Format Toos Adions Help

38U rOhy v

Generabe Cuake ]

|5 neve camgubers - Saies Department

|Targat Accaunt Seling

Skehs!

ﬂ ek

|DDcn

Sales Plan Data:

[ Sales Plan Dake

] 25 Juby, 2005
o%,] 25 July, 2005
] 25 Juby, 2005
o%,) 25 uly, 2005
@] 75 Juby, 2005
%] 75 luky, 005
%] 75 July, 2005
%] 25 Juby, 2005
o) 25 July, 2005
o] 25 Juky, 2005
%) 75 Juby, 005
o] 25 Juby, 2005
&%,] 75 Juby, PO0S
%] z5 July, 2005

Section

=l Dpparturity + & new compuksrs - Sakes Department [92 iems|

13 5eles Plan

13 Seles Plan

1) Seles Plan

173 5ales Plan

27 Upporturity Assessment
2% Dpporturity Assessment
2) Oppotturity fssecsment
2% Opporturiby Assessment
2% Opporturity Assessment
2% Oppotturity Assessment
2% Opporturity Acceccment
27 Upporturity Assessment
2% Dpporturity Assessment
27 Oppotturity fececement

j Generate |

Sub-Section

) Duskemer's Business Profle

B) Products and Reveniss Ta Date
B} Products and Revenos Ta Date
Cy Custrnes's Meed of Prablem §...
i) SEtD

& Gebp

) et

B Is theve an Opportuniby?

B) Is there an Opportunity?

) 1= theve an Opportuniky?

B) Is there an Opportunity?

B} Is there an Opportunby?

) Is there an Opporturity?

B) 1= there an Opportunity?

[b-cComkzet

[ airn Load Sales Plan

Category

Corpetitors
Your Comgany

13 Dt Asszesad
1 Compebbor ©
Z) Compethor 2

1) Customer's Boplication oe Prode...
1) Customer's Application o Proje...
1) Customer's Mpplcation o Proa...
) Cutomer's Budnecs Profle - K. .
23 Customer's Busness Profie - K.,
2 Customer's Busness Profie - K.,
3 Customer's Fnancial Condikan .

Sub-Cateoary

Waur Cornpany
Carpetitor 1

Competitar 2

Yaur Company
ompetitor 1

Compelitor 2

waur Company ﬂ

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

‘# Terget Account Selling - Opporiuniiy Sales Plan

Ele Edt Yiew [nset Tools Actions Help

el Fask Reply | By &F S | S Dy X | #-w- [3.

Unks 5rew computers - Sae < @eopen | E1Remove Lk = | Regent = Related tems =

Cpportuniy: |5 new compubers - Sales Department

Templats: [Target Aooount Seling

SzaHE: e

Su-Zection: |B:| Praducts and Revenus To Debe

Cokzgory: |CDI'I'|DEthIrS

Suz-Cakeqory: |

Cuestion: IdercFy arw products o services that the customer boughic from your corpetitors. Tndude the revenoe znd dose dace
aof cach salz for e coreerk Hscal wear 25 el 25 tatal revenus bo date, iF known, Idicace the customer's current evel of
satifadon, 2 wel 2= ther pest and current relacionship with esch compsttar,

Rezponss:

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

Item buttons.
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.‘,',

Presdous 1kem

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.

’E% E-mal
B4 Ewents
l!-_'57;'.‘- Eroups

B2 [noidents

{E Jomals

B4 Dpporturities
Hi-_qj.‘- Orders

L Projects

[l Regisbzred Products
{% Reports

B Sysbem R&‘

@ Tacls

M A Tk

2. Select the Opportunity Sales Plan Report Portrait.

‘A Opportunity Sales Plan Report Portrait - Crystal Report

Ele Edit Wiew [nsert Format Ioos Actions Fopmo Lavowt Help
& Save And Close | SgllPost Fepls T W | & S Ry ¥ -+ & EI -
Properties Cuery Bulder | Hag Fislds ]
Report MamefDesc: |oopartunicy Sales Plam Report Parrat
Repork Type: -Cr'r'stal Rapart j Sub-Type: |Quportunhf j
Cukput)Prnt To: |Wi'-dow j Paper Sizei | j
File Format: | =
Fle Path/Mame: |
Primary Folder; |D|:l|:|crturitics j Fiter: |
Keep Group Repest
Sark By Eroup By Tagether  Headar
b | =l i E N
2 | -l 3| | T r
3 | * # | - r r
Foider 2: | | Foider 2 Flter: |
Folder 3; [ x| Folder 3Fiten: |
ok | | 0 CLEDE Difizsa: [
Exeoub= Report =
Cpportuniy,..
21KE

3. Click on Execute Report. The report will be displayed as follows:
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OfER== == Opportunity Sales Plan Rapoit (9=
Opportunity: 3 1ew o s - Zeles Deperin=nd
Dezerigtion:
Distall 5
Primary Company.  FenkrFoxk Hatus: g Especled Clo=e:
Frimary Cortaet: Stage: Frobability: =R
Primary Produed: Date Cpened: D222004 Poterdial: el
Tanger Accoun Seling | FOTE005
1) Zales Flan
R VCAITAETD B hedd FOAE
By bicciet nd Pasans To ok Conpetion
W Fiochot ad Pepown: To Dok voar Conpary
o CHETAIECE N300 PIODEG B THE Op{crmn

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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