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Exo Business CRM

The Exo Business Customer Relationship Management module (CRM) is an add-on module that
adds Customer Relationship Management functionality to the MYOB Exo Business system. With
Exo Business CRM, users can keep track of contacts, companies, prospects, tasks and
appointments - as part of the Exo Business system, Exo Business CRM has access to all relevant
records in the Exo Business database.

Exo Business CRM allows you to create, edit and keep track of:
o Activities (see page 25)
e Contacts (see page 6)
e Companies (see page 4)
e Opportunities (see page 30)
e Sales Team Budgets (see page 46)
e Marketing Campaigns (see page 49)

The following functions from other areas of the Exo Business system are available from Exo
Business CRM:

e Users can set up pricing and discounting details from within Exo Business CRM. This
includes access to the Discounts/Prices tab on the Debtor Account Details window and
access to the Price Change Scheduler, Price Update Utility and Setup Price Policies
functions.

e Users can create Sales Orders directly from Exo Business CRM.

e Users can edit Sales Orders from within Exo Business CRM, provided they have the status
“Not Processed”, “Quotation”, “Standing Order” or “Layby”.

e Users can create and edit stock items from within Exo Business CRM, including One-Off
Stock items.

e Users can use Bills of Materials in Exo Business CRM.

e Serial number and batch number searching and tracking functionality is available in Exo
Business CRM. This includes access to the Setup Stock Serial Numbers, Serial Number
Tracking and Setup Stock Batch Code functions.

Note: Users cannot process Sales Orders, supply stock or raise invoices from Exo Business

CRM.

The Exo Business CRM interface makes extensive use of Dashboard widgets, allowing the
interface to be tailored to each user’s specific needs.

Outlook Integration

Exo Business CRM integrates with the Microsoft Outlook client for the two-way synchronisation of
Contacts (see page 7) and Activities (see page 27). If Outlook is not installed, all integration
functions will be disabled.

Note: Synchronisation with Microsoft Exchange Server is not supported.
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Quick Add Widgets

Exo Business CRM includes several Quick Add functions, which allow users to quickly create new
records by entering the minimum required details into a simple window. The new records can
then be opened and filled out at a later time. Quick Add functions are available for adding
Activities, Companies, Contacts and Opportunities.

Quick Add functions are available as Dashboard widgets and as standalone windows:

CR Opportunity Quick Add = — O X
File Help )
Contact Quick Add g Save & Exit Cance
First Name: | Subject: |
Last Name: * | Company: ® |
Phone: - | Contact: |
Email: | DueDate: [22.11.2016 B |
Estimate: | 0.00
Save & New
Save & New
Motopartz.co.nz

Tip: Quick Add windows can be added to menus and given shortcuts so that they appear in

the Exo Business CRM shortcut menu for easy access.
Licensing

The Exo Business CRM module requires separate licences to run - one CRM licence is consumed
on logging in to Exo Business CRM.

CRM features, such as the ability to add and edit Opportunities, can be added to menus in the Exo
Business core module. When CRM features are added to the core menu, CRM-specific
functionality becomes available throughout the system, e.g. the Opportunities tab (see page 30)
becomes available on the Debtors and Creditors windows. This allows authorised users to manage
the whole end-to-end process in Exo Business without needing to switch between the core and
CRM modules. However, doing so consumes a core licence and a CRM licence when logging in to
Exo Business.

If an employee attempts to open the Exo Business core module where CRM features have been
added but a CRM licence is not available, they are given the option of quitting or running Exo
Business with all CRM features disabled.

CRM-specific menu items are marked as such in the Menu Designer, to avoid users inadvertently
consuming CRM licences by mistakenly adding CRM functionality to a core menu:

Menu Item x
Procedure: Opportunities
Caption: |Oppormniﬁes |
Parameters: | |
ShortCut: None | Icon: Mo Icon v
Goncl
**This is an EXO CRM feature. Adding any CRM feature to your EXO Business menu will require
& CRM licence in addition to your EXO Business licence™*
Why do I get this message?




My Day

The My Day view is the first screen presented on starting Exo Business CRM. It provides an
overview of the any upcoming Activities and Opportunities.

o 0F 4 % & BAYOB Bao CRM - Dema Mode - m] x
File Account Transactions Heports LHMilities Setwp Window Help
A - Education
My Day Mctivities  Opportunities  Steck Sales Budgets  Reports Dashbeard  Carnpasgns Centre
Layouts: Default ~HEH +3-
Activity Search - X =
T & B 5] Vi 7] Today
H:]W Rafrash  Took N QOptons " .D"'F w w i3] Previous Days
| dlb AL CAR PARTS
EXQ BUSINESS ADMIN ACCOUNT - Ldlh casHsAlES
Tuesday, 22 Movember
4 Hovember 2016
wrwrrss | 8%
11131456 30
T8 910111213 0o ¥ # My Oppertunities Due This Menth
14 15 15 17 18 19 20 g—
nEls s % 27 30 E
28 330 10 | & & -
| Decemibar 2016 30 i g
M TW TFGS 8§ oo | &
1234 11'30' E i

56 7 & 91011 - -
12 13 14 15 16 17 18 pm
19 20 21 22 23 24 25 12em

. e B VI S »
23456878 1["]
0 My Oppor tunity: Orders Lisk (Mot fully proc.. .
20 | IEENEN
|m W+ = SEQH0 ACCOUNT
1 |subgect Type Status Company Name Contact Hame
P ¥
F\Impern-mm Demo ExgAdmin

Additional tabs contain workflow menus and widgets that relate to all areas of the CRM system.

All tabs on the Exo Business CRM interface use Dashboard widgets to display data. This means
that they can be fully customised as necessary.



Companies

The Companies view in Exo Business CRM displays all Debtors, Creditors and Non Accounts in one
list. Debtors are green, Creditors are red and Non Accounts are black.

CR Company Search - O bt
Eile Help [ ]
1) Mew F Filter

Name: CASH SALES

Current Search Template: Default

Views: | e | [ Exctendad Saarch [ tnchude inactive accounts

Fnd: | | [ search P~

Company Mame Primary Contact Phone Fanx Email Type il
casisaes . Dor
MISC PURCHASES Creditor

ALCKLAND PART MART 0%-527 1201 03-527 1203 PARTS@PARTMA. ., |Creditor

EMIGHT NICOL ALITOS Diwwane Race 612-8327F 1099 51249337 109 dwaneriknghtni... Debtor

TASHI MOTCRS Mon-Account

ACE INTERMATICMNAL Man-Aocount

ALL CAR PARTS Murray Shackland 09-475 1430 09-475 1431 spares@allcar.ex... |Debtor

SOUTHERM AUTOSTOR Graham Lee 03-43% 5712 03-333 5701 GRAHAM@ALTO. ., |Creditor

ALISSIE SPARES Terri Echurt 617-3372 2253 617-3372 2299 leighifaussiespar... |Debtor

HOWE PANELBEATERS Mon-Account
FANMURE AUTO TRADE S5USPLIERS 1an Carbine 09-575 6102 05-579 5109 EQUIFALITOTR. .. |Creditor

FWF AUTOMOTIVE 05833 9759 09-833 9777 SALESEFWPAUT... |Creditor

THE CAR JUMNCTION shelbyy Quinn 07-5211182 D7-5211181 SHELEYQUINMEC. .. Debtor
CARPART.COM 1303447 2337 1303-447 3389 PARTS@EIAS exa... |Creditor

D & C PANELBEATERS 09-832 2822 05-832 2833 COMNMOREHOTM. .. |Debitor w
< >
Matopartz, co.nz

Note: The Companies view is available as a separate window and as a Dashboard widget

that can be added to the Exo Business CRM interface.

Enter search terms and click Search to filter the list of companies. You can also select a pre-
defined view from the Views dropdown to filter the list.

The following details are displayed for each company:

Detail Description

Company Name The name of the account.

Primary Contact The name of the account’s default Contact, if one has been selected
on the account’s Contacts tab (see page 8).

Phone Contact details for the account.

Fax

Email

Type The type of account. This will be one of:
e Debtor
e Creditor

¢ Non Account
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Available Functions

Double-click on a company to open the record for that account.

Click the New button to create a new Non Account record, which can be converted to a Debtor or
Creditor later if necessary.

Right-clicking on a company gives the following options:
¢ Send an email to the company
o Create a new Opportunity for the company (see page 30)

o Create a new activity for the company (see page 22)



Contacts

Debtors, Creditors and Non Accounts all include a Contacts tab, where Contacts can be created
and assigned to accounts. The Contact tab is a useful marketing tool; it contains a list of business
Contacts associated with the main company. You can easily create marketing campaigns or
documents that get sent to the right person (Contact) within the right company.

Contacts can also be set up independently of accounts from the Contacts window, which is
available under the Accounts menu.

You may on a regular basis liaise with the accounts manager. However, the right person for the
details about a new product being launched by your company may be the debtor’'s Managing
Director. So, you can mark the information directly to the director since you have the address and
e-mail details on the Contacts tab.

You can also maintain a record of how each Contact first heard about your business: newspaper,
television, yellow pages or any other and determine the effectiveness of an advertising medium
for your future campaigns.

The two tabs, Details and Marketing, contain information about your Contact. The Notes field on
the Details tab allows you to make brief notes about the debtor or Contact listed here. Any data
stored on the Contacts tab can serve as a common pool of information for the Sales and
Marketing team.

Relationships can be formed between contacts and Debtors, Creditors, Non Accounts and staff.

You can also add an Extra Fields tab with related information such as the Contact’s credit card
number, birthday and hobbies.

Contacts in Exo Business CRM

The Contacts view in Exo Business CRM lists all Contacts in the system. This view behaves in the
same way as the Contacts window in Exo Business (see page 7).

EB Contacts - (] k)
File Mavigete Help (1]
) Mew Sarve e B Bt Cancel | T [ -

Views: - Cantact List: - | | Mark=ting Frafile: L - [ Estended Search

:l = | Oinchude inactive contacts
[ | First bame: Last Hame Job Title Phone Emai Mokl Fud bame: ~
Mmooy | | (mgames

[ panmE. 378 0755 dariel, p@ieira, xample com DANTEL

O ewinne E23 0035 EDWARD

[ anne 3729111 AHE

[] emeEvT 3758499 BRETT

L[] prilp Eall Saks 05 435 0520 dgital Tbenefits. example.com 0252714500 |Philp Bal

[ Ress Maey General Manager |(09) 534 5212 rossmEsenr eth.exanple.com 025 2755907 Rass Marley

[ Tracey Allen Accounts Oerk | 09-299 8063 sccounis@marketparts. xample . com Tracey Alen

D Bon Badey Managsr B8-47E 1430 dorbEallspares sxample.com Don Baday

] FeT=n BANLEY (54) 34770630 FETER BADLET

[ atan Ealiot Sakes 617-3372 2233 dlarb Paussiespares example, com Allan Balot

[ James Earry 05-365 6997 arrrEdesr examphe. oom 025586 3244 James Bary

[ 1amEs EBARAY 04-385 6537 JBARRTECLEAR examplz. com JAMES BARRY

D Darryl Eeasehy Saks 05527 1301 darrybifaucdandpartmart. example .com Damyl Beasely

[ adan Eennett Sakess 09 455 3393 Aidan DBenefitzexample.com 025957 353 Aidan Bernett

[ Rearey Eavd ALl E12-5930 9365 StteunlsSrenthackel example, oom Radney Bayd

[ seost Erand Managsr E17-37840254 scothBeusseperferd, example.com Soott Brand

u Tan Carbire Arrounbs 09-57G 5102 mqupBauinrads avampls. com 025-£50 943 Lan Carbine

O 1an CARBINE 09:379 6102 EQUIP SAUTOTRADE, example.com TAN CARBINE

[ Bl Chancellor Saksy 6125827 1093 ok Ralfredmidhols, example.com Bob Chancelor

[ avita Chandray Acteuntant info@suvaper ts xample, com Servita Chardray g
< >
Miotopartzco.nz

Note: The Contacts view is available as a separate window and as a Dashboard widget that

can be added to the Exo Business CRM interface.
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Synchronising Contacts

The details of Contact records can be exported to Microsoft Outlook. To export Contacts:

¢ Click the TE button on the Contacts window toolbar, or

e Select one or more Contacts on the Contacts Search widget and choose Selected Items >
Export to Outlook from the right-click menu, or

e Select Export Contacts to Outlook from the Tools dropdown of the Contacts Search
Dashboard widget.

Note: Individual Contacts can only be exported if the Sync with Outlook flag is ticked on the

Details tab of the Contacts window (see page 10).

When Contacts are exported, the following updates occur:
e Any new Contacts in Exo Business are exported to Outlook.
e Any existing Contacts that have been modified in Exo Business are updated in Outlook.

When exporting Contacts, Exo Business is always used as the master database, i.e. the details of
Contacts in Exo Business overwrite the details of the corresponding Contacts in Outlook.

Note: The synchronisation options for Activities (see page 27) also apply to Contacts.
Contacts Master

All account Contacts recorded in the Exo Business system can be viewed from the Contacts
master, which is accessed by selecting Contacts from the Account menu.

Note: To view the Contacts associated with a specific account, view the Contacts tab on that

account (see page 8).

EB Contacts - m] =
File Mevigete Help [1]
T Mew Lave Save & Exit Cance ﬁ F H ¢1 =
Vimwes: Contact List: o Markating Prafile: [ extended search
[ El | || “) | sewdh | F i actve contacts
[ First tiame Laist Hame Job Title Phone Emai Mok Full Nae: "
T e O "

O panm 3780755 dariel p@xira,example, com DANIEL

O|ewranp 623 0035 EDWARD

[ anE 3729111 SHHE

[ emerr ER-EEEE] BRETT

O il Eall Sakes 05 455 0520 dygital berefitz example.com 0252714600 Fhilp Sal

O|ross Manley General Manager |(19) 534 5212 rossfnEgend oth.example.com 025 275 5987 Rt Markey

] Tracey Allan Aeotarile Oark (09205 5053 Stcoun s Smarketparks, axampls com Tracey Alen

[ ten Eaiey Managar (&-476 1430 dorEallspares. example.com Dan Badey

[ pemen EADEY (6+) 3 47TOES0 FETER EALLEY

O asan Ealot Sales £17-3372 2289 allank Qaussiespares examphe. com Allar Balat

[ 1ames Barry 04-385 6437 ibarrp@ear examphe.com 025-56% 3244 |JlamesBarry

] 1amEs BARAY (04-385 6427 JAARRY ECLEAR, mxample,com JAMES BARRY

] carry Eaasply Sakes 05-527 1201 darryb@aucdandpartmart. exampie. com Damryl Beasaly

[ mdan Bernett Sales 05 435 3398 uidanBBenefitzexanple.com 025 957 353 Aician Bervett

[ Ry Eawd hooounts £12-5440 9755 secountstrenthaskel examphe, com Rodney Boyd

[ 5cott Erand Managar G17-37640254 seoth ot com Scott Brand

1 1an Carbine Aeoounts 08-578 6102 squpHautatrads exsmple. com 025-630 843 £an Carbine

18 CARBINE 05579 5102 EQUIPZAUTOTRALE, examphe com [AM CARSINE

[ e Chancelior Sakes 612-5827 1099 bobcatfrednichols example, com Bob Chancellor

D SEvita Chandray [ Tal2 ] info@suvapar te axample. com Gavits Chardray

W

< >
Motopartz.co.ng




Contacts

The Contacts master window displays the following details for all Contacts:

Field Description

First and Last Name The first and last (family) name of the Contact.

Job Title The job title of the Contact.

Phone The primary landline phone number for the Contact.

Email The email address of the Contact.

Mobile The primary mobile phone number for the Contact.

Company Name The company name for the Contact. This will normally default to the

company (Debtor, Creditor or Non Account) selected when creating
this Contact.

e« To search for an existing Contact, enter search terms in to the Search Key field and click
the Search button.

e You can filter the list of Contacts by Contact List (see page 15). Multiple classes can be
selected.

e You can filter the list of Contacts by Marketing Class (see page 13). Multiple classes can be
selected.

¢ Double-click on an existing Contact to edit it, or click the New button to create a new
Contact (see page 10).

e Click the € button to send an email to the selected Contact(s).

e Click the == button to create and send a Clarity merge letter to the selected Contact(s).
Right-click on a Contact for the following options:

¢ Send Email - Send an email to the Contact. (This option is not available if an email address
has not been entered for the Contact.)

e« New Opportunity - Create a new Opportunity for the Contact (see page 30).
¢ New Activity - Create a new Activity for the Contact (see page 25).

o Selected Items > Export to Outlook - Export the details of all selected Contacts to Microsoft
Outlook. (This option is only available if Exo Business CRM (see page 1) is licensed.)

o Selected Items > Merge Letter with List - Create a merge letter to be sent to the selected
Contacts.

e Selected Items > Add to Contact List - Select a Contact List (see page 15) to add the Contact
to. (This option is only available if Exo Business CRM (see page 1) is licensed.)
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Contacts Tab

The Contact tab on the Debtor, Creditor and Non Account screens displays details of the account’s
associated Contacts.

This tab lists all the Contacts that are associated with the account. From this window, you can add
new Contacts to the account, set the default Contact for the account, and create and remove
other Contact associations with the account.

You can email a Contact from this window, or create a mail merge letter to them.

Field Descriptions

Field Description

Title The job title of the Contact.

Salutation The salutation for the Contact, e.g. Mr, Mrs or Dr.

First and Last Name The first and last (family) name of the Contact.

Direct Phone The primary landline phone number for the Contact.
Mobile The primary mobile phone number for the Contact.
Direct Fax The fax number of the Contact.

Email The email address of the Contact.

Home Phone The home phone number of the Contact.

To edit an existing Contact, double-click on the Contact’'s name in the grid.

Contacts Tab Toolbar Buttons

The Contacts tab is display-only; to create or change Contact information, use the toolbar buttons
at the top of the window:

8, 8,8 8. (€& S
e Create a new Contact (see page 10).
e Set the selected Contact as the default Contact for this account.
e Associate an existing Contact with this account.
e Remove the Contact association.
e Send an email to the selected Contact.

o Create and send a Clarity merge letter to the selected Contact.

Adding a New Contact

Click the New Contact button to add a new Contact (see page 10).
Note: We suggest that you first search for the Contact (see page 7), as they might already

be in the system.



Contacts

Entering Contacts for an Account

You can create new, view, or modify existing Contacts associated with an account.
Account > Creditors or Debtor > {Double Click Account} > (Contacts) > [New Contact]

1. In the Debtor/Creditor account, click on the Contacts tab. The Contacts tab lists all Contacts
for the debtor account.

2. Click the New Contact icon in the toolbar ( s ). The Contacts window opens:

EB Contacts _ = ”
Eile Mavigste Help a

Mew | [l Save [ Save & Bt 3 Cancel | T =] - i
Detaly

Mame: | Can o Tite:
Company: y
Contact Debals Fhora: Mumbers Flags
Postal Addrecs: Fhane:
' &

Liree 1: | EA actiee

L 2: Fai [C] Syme with Outiock

Lire 3 r

Line 4 Matide: | [Joot-cut eMarketng

Home phone:

Pestal cede: ram

Delvery Address: Mispellaneus

Lire 1 Sales person: =

Line 2 . -

L 3 Adverkf Source: o Setup...

Linez 4t MEH I | Fecsbos: | |

Lire 51

e & abhroa I [T |

E-malt | shyoelm | Twiter: | |
MOTORAr t7.00.02

3. Complete the fields in this table.

e Click on the ellipsis button [...] beside the Name field to enter the salutation, first
name and surname.

e Click on the ellipsis button [...] beside the Postal code field to select the post code
from a list.

e Use the Copy Company Address icon in the toolbar if you want to copy either the
postal address or delivery address from the current debtor account.

o Check the Active checkbox to maintain the account of this debtor.

These actions are detailed in the Field Descriptions below:

Field Description

Name The Contact name can be manually entered here, however it's
recommended that you use the name Check Full Name window to
enter the details. Click on the ellipsis [...] button and select the
Salutation, enter the First name and the Last name. Click OK to enter
this full name into the name field.

10
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1

Company

Job Title
Contact Details

Postal and
Delivery
Address

Postal Code

Phone Numbers

Email

Phone

Fax

Mobile
Home Phone

Flags

Active

Sync with
Outlook

The company name for the Contact. This will normally default to the
company (Debtor, Creditor or Non Account) selected when creating
this Contact.

The job title of the Contact.

_._ﬂ -
Copy company main details

Copy company delivery address

Use the Copy icon in the toolbar to copy details from the selected
account. Selecting Copy company main details copies the following
information to the Contact:

e Postal Address

e Phone
e Fax
e Email

e Sales person

Click the small button next to the Delivery Address to retrieve
geolocation details (latitude and longitude) that match the address
entered here. An icon on the button displays the status of the match:

o Dothe system hasn't attempted to retrieve details yet.

o 9-details successfully retrieved. Clicking the button again will
open your default browser, showing the location on a map.
SHIFT+clicking the button will attempt to retrieve location details
again.

« 9 -anerror occurred when attempting to retrieve details.
Hovering the mouse over the button will display a popup
message indicating why the attempt failed.

Enter the postal code if it is known; if not, click on the ellipsis [...] button
to search and select a postal code.

Complete these fields with as much information at hand.

This flag is enabled by default. If this Contact is to be inactive for any
reason, disable this checkbox.

If this flag is enabled, the Contact will be synchronised with Outlook
whenever a sync is performed. If this flag is not enabled, the Contact
will not be included in synchronisation operations.
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Opt-Out If the contact has opted out of electronic marketing communications,
eMarketing enable this flag. Contacts with this flag enabled can be excluded from
Contact Lists (see page 15).

Miscellaneous

Sales Person If there is a designated salesperson associated to this debtor/creditor,
enter his/her name here.

Advert/ The name of the advertising source through which you received this

Source Contact. Select the advert or source if applicable. If one is not available

in the list, click the Setup button to create one. This opens the Setup
Advert Types window; click New to create a new Referral item, then
save and exit.

MSDN If this Contact has account details for these online networks, enter them
Yahoo here.

Skype ID

Facebook To view social media account information for the Contact, enter their
LinkedIn usernames or logon IDs here.

Twitter

Note: The LinkedIn ID must be the numerical ID, not a username. The

Facebook ID can be a numerical ID or a Facebook username, if one has
been set up.

3. Click Save. A number of additional tabs now appear in the window. Enter Contact
information in these tabs.

o Marketing tab (see page 13). Assign the Contact to your marketing classes (see
page 13), or categories, so your marketing campaigns are more targeted to relevant
Contacts. Additional Marketing Classes can be setup, when this tab is active a Setup
Marketing Classes button activates. Click this to configure additional or edit existing
marketing classes.

¢ Invoices tab (see page 14). Lists invoices for which the Contact was the default
Contact of the Debtor account.

e Orders tab (see page 14). List any Sales/Purchase Orders associated with the
Contact.

o Notes tab. Enter any notes for the Contact. Use the New Note icon on the toolbar
to enter a note - this will automatically assign a header to this note.

e History Notes tab. Enter any history notes for the Contact. History notes are notes
for which the date and subject are also recorded. As with notes, click the New
History Note icon to create a new history note.

e Docs tab. Link any documents to the Contact.

e Accounts tab (see page 14). Edit the Debtor/Creditor accounts that the Contact is
associated with. For example, a Contact may be the manager of one company, the
partner of a manager of another company, the father of a son who works at
another company, and so on.

o Relationships tab. Lists any other relevant Contacts the Contact has.

e Activities tab (see page 22). Lists any tasks and appointments associated with the
Contact.

12
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e Opportunities tab. This tab is only displayed when functions from the Exo Business
CRM module (see page 1) have been added to the Exo Business core. It lists all
Opportunities (see page 30) associated with the Contact.

e Social tab. This tab displays information about the Contact from various social
media services.

4. Click Save.

5. To make this new Contact the default Contact for this debtor account, click on the Set to
Default Contact icon in the toolbar.

Once you have set up the debtor Contact, you can also:
e Create a relationship between Contacts.
o Create activities for the Contact (see page 22).
e Synchronise Contacts with Microsoft Outlook.

Note: If the Contact’s address details are the same as those on the debtors account, click the

Copy from Account button and the details are copied here.

Contact Marketing Classes

On the Marketing tab, you can assign the Contact to your marketing classes (see page 13), or
categories, so your marketing campaigns are more targeted to relevant contacts.

EB Caontacts - [m] k)

File Mavigste Help @
e Lave Save BBt B¢ Cancel | TF & 2 H 4 B H | S5 Setup Marketing Classes

Detals Markeling Invoices Orders Motes  HistoryMotes Docs  Acrounts  Aelofonships  Activiies  Opporbunities  Soca

MarkeSng Claspas ~
[ Accounts

[ Retsi Chente

[ Panel Beaters

[[] Reguisr Sarvice Cust

[ Erakes & .Clutch

D Crearseas

[ ressiiers

] Sarvice Garage

Laa

Check the checkboxes for the marketing classes that you need to associate to this contact.

13
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Setting up Marketing Classes

To create additional classes or edit existing ones, click the Setup Marketing Classes toolbar button.

EB Setup Marketing Classes — O x>
Eile Mavigate Help (5 )
":1 Mew | 25 Edit Save Cancel M 4 F H

Moz 1 Name: Accounts

Mo| Description ™
Accounts

2 Retail Clients

3 Panel Beaters

4 |Regular Service Cust
5 Brakes & Clutch

G | Owerseas

7 |Resellers
8 Service Garage

9
10
11
12
13
14

Motopartz.co.nz |

Clicking the New button will create a marketing class for the next one in the sequence. If there are
a few blank classes after last defined class it is recommended editing these as preference. To edit
an existing or blank class, double click on the entry in the list or highlight and click the Edit button
on the toolbar.

Contact Invoices

This tab lists invoices for which the contact was the default contact of the Debtor/Creditor
account.

Contacts Orders

This tab lists the orders associated with the Contact.

Note: For this feature to work, the Add debtor contact details to transactions Company-level

profile setting has to be enabled in Exo Business Config. A salesperson can be associated
with Sales Orders.
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Contact Accounts

This tab displays the Debtor/Creditor accounts that the Contact is associated with. For example, a
Contact may be the manager of one company, the partner of a manager of another company, the
father of a son who works at another company, and so on.

EB Cantacts
Fil= Mavigstz Help [ ]
Mew Save [ Seve & Bit 3 Cancel (e & [ H 4 F H (8, -8, &

Detals Markeong Inwoices Orders Motes  HstorgMotes Oocs  Accounts  Relstonships  Actiwtes  Opportunibes  Social

Addressl  |Address?  Addeess3  Addvessd  Phone Moot Group Balance Default
THE BENEFITZ ACNERTISING AND GRL... |POBOX 3. | TAKAPUNA [HORTHS. . ALCELARD

With this tab active in the Contacts window, the following toolbar appears:
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1. Assign the Contact to a Debtor or a Creditor.
2. Set as the default Contact for this debtor.

3. Un-assign the Contact from this account.
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Contact Lists

Contact lists can be set up to make it easier to send bulk communications to groups of Contacts.

Select Setup Contact Lists from the Setup menu to open a list of all Contact Lists (if this menu
option is not available, it must be added using Exo Business Config). Click New to create a new
Contact List or double-click on an existing Contact List to edit it. You can also right-click on an
existing Contact List and select Copy this List to create a new list based on the existing one. The
Details tab is displayed:

CR Contact Lists - o *
File Mavigate Help [ ]
lew | Ll Save ] Save & Evit ¢ Cancel £ 1 2
Detals st Bulding Criteria
Title: |Matmg List 1 | List Type: Contact g
Motes: Create Data: 22152016
Craated By: EXO BUSINESS ADMIN ACZOUNT [~ | £ Active
Chwner: EXO BUSINESS ADMIN ACCOUNT || I:IPri-:.!lE
El First Rlams & | st Mams JobTite |Fhone Email Cal
W een  lsdes [o3deaw adsnggencizecnpecm |
(] allan Ballat Salies 617-3372 2238 allanb @ausseanares axampls. com
L] Andren Rawe Accounts | 03-652 5346 shodks @sootts. example..com
] AMDREA RICAE 03-652 5846 SHOCKS@SCOTTS. example. com
] andrew MadFarlans Sdes Ma... [0F) 634 5212 endrewf@ierrath.example.com
[] Angala Dachwarth Sales 613-535 51496 angela@vaspacs. example.com
[ e Farbes Accounts | 617-3784 0254 amiefi@aussiepartand. example, com
EI Arre Murhaw Badk offi... 09-476 1430 mnemﬁdbﬂ'\e.:mmp.‘:.wn
L] anmea Giby MfA 3729111
e 3729111
] Basi Faultty General ... (0114) 265 0550 basifBaliparts. example.com
D Ben Harrigan Accounts |06-758 2872 ben@nzmufilers, sxemple.com
D EEN HARRISON 05-7538 28372 EEMENIMUFFLERS example. com
[ Bab Chancellor Sales 6129827 1099 bobcEaifrednichols.example. com
L] eRETT 379 B4
] Brett Talbat 379 54493
] Brian Culen Parts Ma,.. 9-299 BI63 parts @marketparts.example, com -
< >
Matopariz.co.nz

The Details tab of the Contact Lists window contains the following details:

Field Description

Title An identifying name for the list.
Notes Any notes giving extra information on the list can be entered in this field.
List Type This property determines which Contacts will be available to choose from

when building the list on the List Building Criteria tab (see page 17).
Choose from:

e Contact - all Contacts will be available for selection.

e Company - Contacts that are associated with a company account (of
any type) will be available for selection.

o Debtor, Creditor - Contacts that are specified as the default Contact
for a Debtor/Creditor account will be available for selection.
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e Non Account - Contacts that are associated with a Non Account will
be available for selection.

o Debtor Contact, Creditor Contact - any Contacts that are associated
a Debtor/Creditor account will be available for selection.

e Serviceable Unit - Contacts that are set as the default contact for a
Serviceable Unit (Exo Job Costing) will be available for selection.

e Subscription - Contacts that are associated with a subscription will be
available for selection.

Note: Selecting an option other than “Contact” means that a JOIN
operation will be performed between the CONTACTS table and the

table that relates to the selected option. You can view the details of

the JOIN on the SQL sub-tab (see page 19).

Create Date A read-only field displaying when the list was created.

Created By The name of the Exo Business staff member who created the list.
Owner The name of the Exo Business staff member who is responsible for the list.
Active If this option is not ticked, the list will be considered inactive, and will not

be available for selection.

Private If this option is ticked, the list will only be available to the staff member
select in the Owner field; if it is not ticked, all staff members will be able to
select and use it.

Click the @ button to hide these details.
Contacts

The bottom half of the Details tab displays the details of all Contacts who have been added to the
list. Contacts who were added manually are highlighted green; contacts who were added from
the List Building Criteria tab are not highlighted.

Double-click on a Contact to open the Contacts window to view and/or edit its details.
Right-clicking on the list brings up the following options:

« =IDelete Selected Contacts from List - removes all Contacts whose tick box is checked
from the Contact List.

« lDelete All Contacts from List - removes all Contacts from the Contact List.

« @iselected Contacts Opt-Out of eMarketing - enables the Opt-Out eMarketing flag for the
selected Contacts. If the Exclude Opt-Out eMarketing option is ticked on the List Building
Criteria tab, the Contacts will be removed from the list automatically.

These functions are also available as buttons on the Contact List window toolbar.
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Adding Contacts to Contact Lists

Whenever a Contact is added to a list (by any method) or deleted from one, an entry is

added to the History Notes tab of that Contact.

Contacts can be added to a Contact List manually from the Contacts master screen (see page 7).
Tick the box(es) for one or more Contacts, then right-click and select Selected Items > Add to
Contact List.

Contacts can also be added manually from the Details tab by clicking the = putton. This opens a
search window - tick the box(es) for one or more Contacts, then click Select & Close. Contacts that
are added to a list manually are highlighted green on the Details tab. Manually added Contacts
are not be affected if the Contact List is refreshed, and can only be deleted manually.

To select and add many Contacts at once, you can build a list using the List Building Criteria tab on
the Contact Lists window:

CR Contact Lists - (m] e
File Mavigate Help [ ]
Mew | gl Save 7] Save & Bit ¢ Cancel &£ =

Trtde: Maiing List 1

Details  List Buiding Criteria
List Type: Contact
Fiter | anD <roots
=[] ISACTIVE equaks ¥
P[] CPTOUT EMARKETING eouals
e[,0] LASTMAME He ba%
prags the button to add a new condition

Apply Cear

Grid SqL

O Segno Salutation Firstname Lastnams

| lames Barry

] 35 Mr Don Bafiey

O 9 M Alan Balot

O 57 IAMES BARRY

O 142 PETER BAILEY

w

< >

Matopartz.co.nz

This tab contains an advanced search control. Set filters to specify which Contacts to include on
the list, then click Apply to populate the Grid sub-tab with all Contacts that match the filters.

Note: You can double-click on a Contact on the Grid sub-tab to open the Contacts window

to view and/or edit its details.

Tick the boxes for all Contacts you want to add to the list (or tick the box next to the grid header to
select all Contacts), then right-click on a Contact and select one of the following options:

« =] Add Selected Contact to List
Add All Contacts to List

These functions are also available as buttons on the Contact List window toolbar.

Note: You can right-click on a Contact List on the Contact Lists search window and select
Refresh this List to regenerate the list based on the existing list building criteria. This will

capture any changes to Contacts that have been made since the list was last generated.
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Selecting Contacts via a SQL Query

For a more advanced way to select Contacts, select the SQL sub-tab. This tab displays the SQL
used to populate the filters in the advanced search control:

Gid  SQU
7 Re-Build Filter _f Preview SQL |22 Manual SQL Mode

SELECT DISTINCT(C.SEQNO), C.SALUTATION SALUTATION, C.FIRSTNAME FIRSTNAME, C.LASTNAME LASTNAME, C.TITLE TITLE, C.MOBILE MOSILE -
» C.OIRECTPHONE DIRECTPHONE, C.DIRECTFAX DIRECTFAX, C,HOMEPHONE HOMEPHONE, C.EMAIL EMAIL, C.NOTES NOTES
» C.ADORESS 1 ADORESS 1, C.ADDRESS2 ADDRESS2, C.ADDRESS3 ADDRESS3, C.ADORESS4 ADORESS4, C.ADDRESSS ADDRESSS
» C.PCST_COOE PCST_COOE, C.DELADDR1 DELADOR1, C.DELADDR2 DELADCR2, C.DELADOR 3 DELADOR3, C.DELADDR 4 DELADDR 4
» C.DELADCRS DELADCRS, C.CELADOR6 CELADORS, C.ISACTIVE ISACTIVE, C,ADVERTSOURCE ADVERTSOURCE, C.SALESNG SALESNO
» C.FULLNAME FULLNAME, C.COMPANY_ACCNO COMPANY_ACCNO, C.COMPANY_ACCTYPE COMPANY_ACCTYPE, C.MSN_ID MSN_ID, C.YAHOO
» C.SKYPE_ID SKYPE_ID, C.LAST_UPDATED LAST_UPDATED, C,5UB1 SUB1, C.SUB2 SUBZ, C.SUB3 SUB3
. C.SUB4 SUB4, C.SUB5 SUBS, C.5UBS SUB6, C.SUB7 SUB7, C.5UBB SUES
, C.5UB9 SUB3, C.SUB10 SUB10, C.5UB11 5UB11, C.SUB125U812, C.SUB13 SUB13 =
, C.5UB145UB14, C.SUB15 SUBLS, C.5UB16 SUB16, C.SUB17SUB17, C.5UB18 SUBI8
, C.5UB19 5UB19, C.SUB20 SUB20, C.SUB21 SUB2!, C.SUS225U822, C.SUB23 SUB23
, C.5UB245U824, C.9JB825 SUB25, C.SUB25 SUB2S, C.SYNC_CONTACTS SYNC_CONTACTS, C.LINKEDIN LINKEDIN
, C.TWITTER TWITTER, C.FACEBOOK FACESCOK, C.OPTOUT _EMARKETING OPTOUT_EMARKETING, C.CAMPAIGN_\WAVE_SZQNO CAMPAIGN_V
» C.LONGITUDE LONGITUDE, C.GEOCODE_STATUS GEOCCOE_STATUS
» S.NAME AS SALESNAME, AT.DESCRIPTION AS ADVERT _NAME, *" MARKETING _CLASSES
FROM CONTACTS C
LEFT JOIN STAFF S ON C,SALESNO = S.STAFFNO
LEFT JOIN ADVERT _TYPES AT ON C.ADVERTSOURCE = AT.SEQNO v

4 ) 4

Motopartz.co.nz

To customise the advanced search control:

1. Edit the query on the SQL sub-tab. For example, you can remove unneeded filters from
the advanced search control by deleting them from the query, or add new fields to filter
by.

2. Click Re-Build Filter.

You can now use the updated advanced search control to select a group of Contacts for the list.

Clicking the Preview SQL button on the SQL sub-tab opens a new window showing the full SQL
query that is being used to select the Contacts in the Contact List;

CR = O X

SELECT *FROM (

SELECT DISTINCT(C.SEQNO), C.SALUTATION SALUTATION, C.FIRSTNAME FIRSTNAME, C.LASTNAME LASTNAME, C.TITLE TITLE, ¢
» C.DIRECTPHONE DIRECTPHONE, C.DIRECTFAX DIRECTFAX, C.HOMEPHONE HOMEPHONE, C.EMAIL EMAIL, C.NOTES M
. C.ADDRESS1 ADDRESS1, C.ADDRESS2 ADDRESS2, C.ADDRESS3 ADDRESS3, C.ADODRESS4 ADDRESS4, C.ADDRESSS Al
, C.POST_CODE POST_CODE, C.DELADDR 1 DELADDR 1, C.DELADDR2 DELADDR2, C.DELADDR3 DELADDR 3, C.DELADDR
. C.DELADDRS DELADCRS, C.DELADDRS DELADDRSG, C.ISACTIVE ISACTIVE, C,ADVERTSOURCE ADVERTSOURCE, C.SALE
» C.FULLNAME FULLNAME, C,COMPANY_ACCNO COMPANY_ACCNO, C.COMPANY_ACCTYPE COMPANY_ACCTYPE, C.MSH
, C.SXYPE_ID SKYPE_ID, C.LAST_UPDATED LAST_UPDATED, C.SUB1SUB1, C.SUB2 SUB2, C.SUB3 SUB3
. C.SUB4 SUB4, C.SUB5 SUBS, C.5UB6 SUBS, C.SUB7 SUB7, C.SUBS SUSS
, C.SUB9 SUB9, C.SUB10 SUB10, C.SUB11SUB11, C.SUB12 SUB12, C.SUB13 SUB13
, C.SUB14 5UB14, C,SUB1S SUB1S, C.SUB16 SUB16, C.SUB17 SUB17, C.SUB18 SUB18
, C.SUB19 5UB19, C.5UB20 SUB20, C.SUB21 SUB21, C.SUB22 SUB22, C.SUB23 SUB23
. C.SUB24 SUB24, C.SUB25 SUB25, C.SUB26 SUB26, C.SYNC_CONTACTS SYNC_CONTACTS, C.LINKEDIN LINKEDIN
 C.TWITTER TWITTER, C.FACEBOOK FACEBOOK, C.OPTOUT_EMARKETING OPTOUT_EMARKETING, C,CAMPAIGN_WAV
¢ C.LONGITUDE LONGITUDE, C.GEOCODE_STATUS GEOCODE_STATUS
, S.NAME AS SALESNAME, AT.DESCRIPTION AS ADVERT_NAME, ' * MARKETING_CLASSES

FROM CONTACTS C

LEFT JOIN STAFF S ON C,SALESNO = S.STAFFNO

LEFT JOIN ADVERT _TYPES AT ON C.ADVERTSOURCE = AT.SEQNO

)Q
WHERE (ISACTIVE = *Y") AND (OPTOUT_EMARKETING = 'N') AND (LASTNAME LIKE ba%)
~ 1] »

The query can be copied from this window and pasted elsewhere, e.g. into a Grid widget or
another application.
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Manual Mode

Clicking the Manual SQL Mode button on the SQL sub-tab changes the List Building Criteria tab
into a mode where the SQL statement used to build the Contact List can be edited directly.

Note: Changing to Manual SQL Mode means that the advanced search control can no
longer be used; the control disappears from the tab. This change cannot be undone - once a

Contact List is put into Manual SQL Mode and saved, there is no way of going back to using
the advanced search.

CR Contact Lists
File Navigate Help (5 )
New | b Save 57 Saye &Bxit ) Cancel & 4

Title: Mafing List 1 ’

Details List Buiding Criteria

List Type: Contact
Gnd  SQL
P Run Manual Query

o=
BELECT * FROM (

SELECT DISTINCT(C.SEQNO), C.SALUTATION SALUTATION, C.FIRSTNAME FIRSTNAME, C.LASTNAME LASTNAME, C.TTTLE TTTLE, C.MOSILE MO
, C.DIRECTPHONE DIRECTPHONE, C.DIRECTFAX DIRECTFAX, C.HOMEPHONE HOMEPHONE, C.EMAIL EMALL, C.NOTES NOTES
, C.ADDRESS  ADDRESS!, C, ADDRESS2 ADDRESS2, C.ADDRESS3 ADDRESS3, C,ADDRESSS ADDRESSS, C.ADDRESSS ADDORESSS
, C.POST_CODE POST_CODE, C.DELADDR 1 DELADDR 1, C.DELADDR 2 DELADDR2, C.DELADDR 3 DELADDR 3, C.DELADOR4 DELADOR4
, C.DELADDRS DELADORS, C.OELADDRS DELADDRS, C.ISACTIVE ISACTIVE, C.ADVERTSOURCE ADVERTSOURCE, C,SALESNO SALESN
, C.FULLNAME FULLNAME, C.COMPANY_ACCNO COMPANY_ACCNO, C.COMPANY_ACCTYPE COMPANY_ACCTYPE, C,MSN_ID MSN_ID,
, C.SKYPE_ID SKYPE_ID, C.LAST_UPDATED LAST_LPDATED, C.SUB15UB1, C,5UB2 SUS2, C.5UB3 U3
, C.5UB4 U84, C,5U85 SUSS, C.5U86 SUBS, C,SUST SUB7, C.SUBS SLBS
, C,5UB9 SUBY, C,5UB10 5UB10, C.SUB115U811, C.5UB12 SUB12, C.SUB135UB13
, C.5UB14 SUB14, C,.SUB155UB1S, C.9UB16 SUB16, C.5UB17 5UB17, C,SUB18 SUB18
, C.5UB19 SUB19, C,5UB20 5U820, C.5UB21 SUB21, C.5UB22 SUB22, C,5U823 SU823
, C.5UB24 SUB24, C.5UB25 SUB2S, C.9UB26 SUB26, C.SYNC_CONTACTS SYNC_CONTACTS, C.LINKEDIN LINKEDIN
, C.TWITTER TWITTER, C.FACEBOOK FACEBOOK, C.OPTOUT_EMARKETING OPTOUT_EMARKETING, C.CAMPAIGN_WAVE_SEQNO CA!| =
, C.LONGITUDE LONGITUDE, C.GECCODE_STATUS GEOCODE_STATUS
, S.NAME AS SALESNAME, AT.DESCRIPTION AS ADVERT_NAME, ' ' MARKETING_CLASSES

FROM CONTACTS C

LEFT JOIN STAFF S ON C.SALESNO = S.STAFFNO

LEFT JOIN ADVERT _TYPES AT ON C.ADVERTSOURCE = AT.SEQNO

2\$‘EZE (ISACTIVE =Y) AND (OPTOUT _EMARKETING =N} AND (LASTNAME LIKE ba%)

e

In Manual SQL Mode, enter a SQL statement to specify the Contacts to include in the Contact List
and click Run Manual Query. The Grid sub-tab is populated with the results of the SQL statement.

Emailing Contacts

Account > Contacts

You can send emails to individual Contacts, groups of Contacts, or all Contacts, from the Contacts
window.

To email Contacts:
1. Go to the Account menu and choose Contacts. The Contacts window is displayed.

2. Select the Contacts you want to email in one of the following ways:
e Highlight a single Contact
e Holding the cTRL key down, click on a selection of Contacts

o Select a marketing class, click Search, select all in that marketing class using the
keystroke CTRL + A

o Select all Contacts using the keystroke CTRL + A

3. Click the Send Email to List toolbar button ( € )-
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4. If you don't have email addresses recorded for all of the selected Contacts, a warning is
displayed, and you are prompted to confirm if you want to email the remaining Contacts
that do have email addresses. Click Yes.

5. Adialog is displayed asking if you want to hide the CC list in the email. If you don't want
each Contact to see the other Contact email addresses being emailed, click Yes to hide the
email address list.
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Activities
Activities can be set up in Exo Business to provide reminders and progress indicators for important
events. An activity can be a Task or an Appointment:
e A Task is a to-do item that must be completed in a specified time frame.
e An Appointment is an event scheduled for a specific time.
Activities can be accessed in multiple ways:

o Via the Activities tabs in the maintenance screens for Contacts, Debtors, Creditors, Non
Accounts and Sales Orders.

o Via the Activity Search widget, which can be added to the Exo Business business flow
menu.

e Via the Exo Business CRM module (see page 1).

When using the Exo Business CRM module, activities can be synchronised with Microsoft Outlook.
Tasks are converted to Outlook Tasks and Appointments are converted to Outlook Appointments.

Creating an Activity

Click the New Activity ( < ) toolbar button to create a new activity. Alternatively, right-click on the
Activity Search widget's calendar in the time slot that you want to create the activity in.

The Activity Window

EB Activity - Untitled = O X
File

ﬁ Save Bt Exit 3 Save & Mew x Cancel '['[ﬁ' Delete () Recurrence « Mark Complete

Detais
Activity Type: Appointment - Type: s [ Sync with Qutiook
Subject:
Company: |PALL HOLLAMD MOTORS | Phone: |06-724 5983
Contact: |Paul Fiolland | Phone: |06-724 5383 Mobie: |
Job Code: | | Order: | Ord Moz
—— |
Campaign Wave: | |
Labek: [ rione +| stats: [ Mot started v
Assigned To: [ BUSINESS ADMIN ACCOUNT Friority: | ormal v

Assigned By: EX BUSINESS ADMIN ACCOUNT

[ reminder: 15 minutes Show time 22 [l Busy =
Start trne: [11.11.2015 - | A day event
End time: [11.12.2018 -

Note: If Extra Fields have been set up for Activities, an Extra Fields tab will also be available

on this window.

This is the window for entering new activities; use the table below as a reference for completing
the fields in this window.
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Field Description

Activity Select whether the activity is a Task or an Appointment.

Type

Type This is a user-definable classification for the activity. Select a type from
the list, or select “Edit List...” to create a new type.

Sync with If this box is ticked, the activity will be synchronised with Outlook

Outlook whenever a sync is performed. If this box is not ticked, the activity will
not be included in synchronisation operations.

Subject Type a brief description of the activity and its purpose.

Company Assignment of an activity to a Company and/or Contact is optional.

Contact Where assigned, the activity will appear on the Activities tab of that
company (Debtor, Creditor, Non Account) and/or the Contact screen.

Note: When entering the Company name, use the search option by
typing ? and pressing TAB.

Job Code This field is only available when the Exo Job Costing module is licensed.
If the activity was created from a job, that job will be displayed here;
otherwise, you can optionally specify a job to associate the activity with.

Order If the activity was created from a Sales Order, that order will be
displayed here; otherwise, you can optionally specify a Sales Order to
associate the activity with.

Opportunity This field is only available when the Exo Business CRM module is
licensed. If the activity was created from an Opportunity, that
Opportunity will be displayed here; otherwise, you can optionally specify
an Opportunity to associate the activity with.

Campaign If the Exo Business CRM module is installed, activities can be associated

Wave with a campaign wave (see page 51).

Note: When creating an activity from the Details tab of the
Campaigns window, the activity is associated with the first wave of
that campaign. When creating an activity from the Waves tab, the
activity is associated with the selected campaign wave.

Label A label can be specified for the activity - this affects how it will appear on
calendar displays.

Priority A priority (Low, Normal or High) can be specified for the activity. Low
and High priority tasks are indicated with an icon on calendar displays.

Status The Status setting has predefined list entries, but these may be edited or
added to using the “Edit List...” option.

For Tasks, clicking the Mark Complete toolbar button automatically
updates this property to “Completed”.

Assigned To The Exo Business Staff members that the activity was assigned to and

Assigned By by.
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% Complete This property applies to Tasks only. Specify the percentage completion
by entering a number or using the arrow controls.

Clicking the Mark Complete toolbar button automatically updates this

property to 100%.

Start Time The start and end time for the activity.

End Time

All day If this is selected, the selections for the time of day will disappear as they

event are no longer valid.

Reminder If you tick this checkbox, the system will pop up a reminder from the
system tray after adding a reminder icon. Reminders can be enabled or
disabled using the Enable Reminders option on the Tools menu of the
Activity Search window/Dashboard widget.

Show time This property applies to Appointments only. Select how to display the

as time for this activity on the Task Scheduler. Choose from:

e Free
e Tentative
e Busy

e Out of Office

Note: The relationship between the Status and % Complete properties is automatically

maintained. For example, setting Status to “Completed” automatically updates the %
Complete value to “100” and vice versa.

Once all properties are configured, click Save & Exit on the toolbar to save your changes and close
the Activity window, or Save & New to save changes to this Activity and reset all fields so that a
new Activity can be added.

Activity Recurrence

Click the Recurrence button to set an activity as recurring and establish the frequency.

Event recurrence >

Ewvent time

Start: (peEOESS | 2| End: 12:00AM | 2| Duration: |1day -

Recurrence pattern

() Daily Recur every |1 week{s) on:

(@) Weekl

2 Bechy Sunday Monday Tuesday Wednesday
(7 Monthl

S Thursday | Friday Saturday

() Yearly

Range of recurrence

(@) Mo end date
Start; [11.11.2016 - -
(71 End after: |10 OCCUITENCES
() Endby: |13.01.2017 -
OK Cancel Remove recurrence
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Configure the recurrence options and click OK to assign this to the new or edited task. If you are
editing an existing task and no longer need this recurrence to continue, click Remove recurrence
to remove this from the calendar.

Activities in Exo Business CRM

The Activities view in Exo Business CRM displays all Tasks and Appointments (see page 22) in the
Exo Business system. Activities can be displayed in a simple list, or on a calendar interface.

Note: The Activities view is available as a separate window and as a Dashboard widget that

can be added to the Exo Business CRM interface.

List View
CR Activity Search - a X
File Help 5 ]
7] New & Refresh % Tools ~
Subject: e =
View Option Views: -
@ustview  (OCalendar view |My Activities v| | || search |
OO subject Type Statws ID  |CompanyName Contact Name StartDate A
Meeting with James Barcy '
]| Conference cal V/aitng On Some... C20  THE BENEFITZ ADVERTISIN... |Shelley Christensen  Wed 23,11.2016 :
1/ Prepare materials for seminar To Do In Progress Mon 23.11,2016 1
] Meeting Not Startad P1 TASHI MCTORS [ Tue 29.11.2016
(]| Foliow up with dients Phone In Not Started | , Wed 30,11.2016 :
[ ¥ Meeting Proposal Not Started P1 TASHI MOTORS | Mon 23.08.2017 1
' Presentation New Busness Deferred Sat02.09.2017 1:
1 Followup New Busness V/aiting On Some... Sun 08.10.2017 1
v
< >
Motopartz.co.nz

Selecting the List View option displays all Tasks and Appointments in a simple list. Tasks are
highlighted green; Appointments are not highlighted.

You can select a pre-defined view from the Views dropdown to filter the list.

Double-click on an activity to edit it.

Click the New button to create a new activity (see page 22).

Right-clicking on an activity provides the following options:
e Postpone - applies to Tasks only. Delays the activity by a specified amount of time.
e Mark as completed - sets the activity’s Status to “Completed”.

o Selected Items > Export to Outlook - synchronise the specified activities with Microsoft
Outlook (see page 27).
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CR Actiity Search - o S
File [Help a
1) Mew | & Refresh %3 Toole =
Subject: Folow up vwith dients
Wiew Opbon Wiews:
Olustview () Calendar view B
[ EXD BUSINESS ADMIN ACCOUNT —
A Mowember M6 B Wednesday, 23 Movesber
MTWTFZSS |
31123 456
78 910111213 sm
1415 16 17 18 15 20
a1 2o BB 24 285 26 27 £
/79 30 g
| December 2016 | Gl
M TW TFE S S lum Meeling with James Barry =
123 4 o
§6 78 91011
w13 sras || 11 00
920321 22332428 0
26272 AW 303
12“" Conferance cal I
January 017 30
M TWTFG5 5
) 1=
2345678 ol
910111213 1415 zm
56 17 15 19 20 21 22
BMBHF BN £
WA 12345 00 :
[ W]+ =]
0~ Subject: Type Sabus Corpary Mame Contact Name Start Date Due Date  #
u Folaw up with dients L = Wed 23.11.2016 12:00 AM Wed 23.11)
D’ Prapars materals for semnar En Progress Wed 23113016 12:00 AM wed 33210
L
< >
Mitopartz.oo.nz

Selecting the Calendar View option displays Tasks and Appointments in a calendar view similar to
the Task Scheduler in the Exo Business core module.

Appointments appear on the calendar, while Tasks for the selected day are listed in the section

below.

Note: By default, only Appointments for the logged in user appear on the calendar - yo

display other users by right-clicking on the calendar and selecting Resources layout editor.
Double-click on an activity to edit it.

The Calendar view offers several options for creating new activities (see page 22):

Click the New button.
Double-click on a time slot on the calendar to create an activity at that time.

Right-click on a time slot on the calendar to create an activity at that time. The right click
menu also contains options to create an all-day activity or a recurring activity.
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Setup Options

Select Setup Calendar from the Tools dropdown to configure options for the Calendar View:

Calendar Options >

Waork Days: Work Times:
AiManday i[] saturday Start Time: | 5:00:00 AM

b Tuesday [] sunday |

Wednesday End Time 2
5:00:00 PM =
b Thursday | |

Friday Time Scale: | 30 Minutes -

1|k

First Day of Week: [] show Wark Time Only
Monday &

Time Zones:
Current Time Zone :  (UTC+12:00) Auckland, Wellington

Label : I:I

[] additional Time Zone : ~

oK Cancel

You can specify the days and times worked in your organisation, and set up the time zone(s) that
your organisation is in.

Synchronising Activities with Outlook

Exo Business CRM allows activities (Tasks and Appointments) to be synchronised between MYOB
Exo Business and Microsoft Outlook. When activities are synchronised, the following updates
occur:

e Any new activities in Exo Business are exported to Outlook.
e Any new activities in Outlook are imported to Exo Business.

e Any existing activities that have been modified in either system are updated in the other
system.

In all cases, the distinction between Tasks and Appointments is preserved, e.g. activities that exist
as Tasks in Exo Business will appear as Tasks in Outlook after activities are synchronised.

Note: When updating existing activities, the synchronisation process uses the most recently
updated activity as the “master” and copies this to the other system. This means that if the

same activity is edited in both systems before activities are synchronised, only the most
recent changes will be saved.
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To synchronise all activities in a specified date range:

1. Select Sync Activities with Outlook from the Tools dropdown on the Activities window.
The following window opens:

Sync EXO Business Activities >

Date Options

) all
(®) Today
(") From Today

O Date Range:

23.11.2015

23.11.2015

Garal

2. Specify which activities to synchronise by selecting a date option. All activities for the
selected day or date range will be synchronised.

3. Click OK.

To synchronise specific activities:
1. Inthe List View (see page 25), tick the boxes of all activities you want to synchronise.
2. Right-click anywhere on the list and select Selected Items > Export to Outlook.

Note: Individual activities are only synchronised if the Sync with Outlook box is ticked on the

Activity window (see page 22).

Functions are also available to perform a one-way synchronisation of activities:

e Select Import Activities from Outlook from the Tools dropdown to import activities to Exo
Business from Outlook.

e Select Export Activities to Outlook from the Tools dropdown to export activities to Outlook
from Exo Business.

Synchronisation Options

While the Sync with Outlook option can be used in Exo Business for controlling which activities
will be synchronised, synchronisation can also be controlled based on settings in Outlook.
Tasks and Appointments that are marked as Private in Outlook will not be synchronised.

Outlook categories can also be used to control which records are synchronised - Exo Business can
be set up to exclude or include a specified list of categories in synchronisation options. Two User-
level profile settings are used to control this:

e The INCLUDE or EXCLUDE CRM-Outlook categories list setting determines whether
records should be included or excluded based on their category.

e The List of CRM-Outlook categories setting specifies the comma-separated list of
categories to be included in or excluded from synchronisation operations.
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Examples:

To set up the system so that only records with the category of “EXO” are synchronised:
e Set the INCLUDE or EXCLUDE CRM-Outlook categories list setting to “Include”.
o Enter “EXQO” for the List of CRM-Outlook categories setting.

To set up the system so that all records are synchronised except for ones with the categories
“Confidential” or “Personal”:

e Setthe INCLUDE or EXCLUDE CRM-Outlook categories list setting to “Exclude”.
e Enter “Confidential,Personal” for the List of CRM-Outlook categories setting.

If you do not want Outlook categories to affect synchronisation operations at all, set the INCLUDE
or EXCLUDE CRM-Outlook categories list setting to “Exclude” and leave the List of CRM-Outlook
categories setting blank.
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Opportunities represent transactions that do not yet have a financial dimension; they are a stage
before the generation of a quote. Once complete, an Opportunity can be converted to a quote.

Opportunities can be created for Debtors, Creditors, Non Accounts or Contacts.

An Opportunity tab and/or toolbar buttons are available on the Debtors, Creditors, Non Accounts
and Contacts screens in the Exo Business core module if Exo Business CRM features have been
added to the core module’s menus.

Note: Opportunities do not support foreign currency and hidden costs. Tax-inclusive pricing
is supported when converting Opportunities to Sales Orders, but not when converting them

to Jobs. The Opportunities window functions as hormal in these cases, but the reliability of
any generated transactions cannot be guaranteed.

Viewing Opportunities

The Opportunity search window in Exo Business CRM lists all Opportunities in the system. Double-
click on an Opportunity to edit it.

CR Opportunity - TRIDENT PANELBEATERS - a #
File Ltilities Help

1 Mew Save Sawe £ Exit Cancel | 7

Create an Activity Canwvert =

Account: 2. ALL CAR PARTE

I=

elete Print | A3 Copy

|. Search | [¥]Extended Search

gno | Subject Stage D Company Mame  |Contact Name Probabiity Amount| =
fuamad TETCT T o
Z ABC PARTSLTD Export Verbel Acce... D3 MARKET PARTS Tra:cyr.ﬂ.len 510,000.00
3 TRIDEMT PANELSEATERS Sales EmhweR JPropesal Su,,, 09 MARKETPARTS  |Brian Cullen 10% §2,340,00
4 WHL AUTO PARTS Sales Advertsem. .. Meeds Defi... (D2 ALL CAR PARTS IMurray Shackland Bl 51,500.00

The Opportunity search view is available as a separate window and as a Dashboard widget that
can be added to the Exo Business CRM interface.
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Creating Opportunities

To create a new Opportunity, click the New button on the Opportunity search window, or click the

& button on the toolbar of the account or Contact you want to create the Opportunity for. You
can also create a new Opportunity by copying an existing one (see page 33).

CR Opportunity - WHL AUTO PARTS - a F
File LHilities Help
M ave & Bt 5 Cancel | [ Delete (5 Print | 3 Create an Activity g Convert =
Seqno: 4 Subject: WHL AUTO PARTS Account: 2. ALL CAR PARTS
[Gétak ] quate HstoryMotes Transactons Domuments Activities Sodal
Subject: WL AUTO PaRTS | Estimate: [ s
Diebtar: [2 AL carParTs | quots velue: $1500.00
Contact: |M|.rra-(5h:|ddu1d | Lost vabie: 0,00
Type: |stes = | Dus Date: [ Men 07.11. 3016 "
Lead Soures: :Aﬁuerugemmt ~) Azsigned Ta: EXND BUSINESS ADMIM ACCOUMT -~
Stage: :Naeds Defined = Assigried By X0 BUSINESS ADMIM ACCOUNT
Prebabibty: a0% | Create Date: Man 28,08, 2017
Campaign Wanve: | | Close Date:
Motes:
Motopartz.co.nz

The following properties are available on the Details tab:

Field Description

Subject Enter a subject that describes the Opportunity.

Company Enter the name of the company account (Debtor, Creditor or Non
Debtor Account) that the Opportunity relates to, or enter ? and press TAB to
Creditor search for one. The label for this field is Company to begin with; once
Non Account an account is selected, the label changes to reflect the kind of

account that was selected. The colour of the text also indicates the
kind of company: Debtors are green, Creditors are red, Non Accounts
are black.

Note: An Opportunity must be associated with a Debtor account

before it can be converted to a quote (see page 38).

Contact Enter the name of the Contact that the Opportunity relates to. If the
Opportunity is being created for a Contact, this defaults to that
Contact.

Type Select a type for the Opportunity, or select “Edit List...” to create a
new type.

Lead Source Select a lead source for the Opportunity, or select “Edit List...” to

create a new source.
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Stage Select a stage for the Opportunity (see page 43), or select “Edit List...”
to create a new stage.
Probability Specify the percentage probability of the Opportunity converting to

sales. This percentage is used to calculate the Weighted Val and
Weighted Est values on the Opportunity search window.

Campaign Wave

If the Opportunity is associated with a campaign wave (see page 51),
e.g. if the Opportunity came about as a result of a campaign, the
wave can be specified here.

Estimate

Enter the initial estimated value for the Opportunity.

Quote Value

A read-only field displaying the total amount from the Quote tab (see
page 34).

Lost Value

The difference between the Estimate and the Quote Value.

Due Date

Select the date when this Opportunity is due to be completed.

Assigned To

Select the Exo Business staff member who is responsible for the
Opportunity.

Note: If the Default salesperson for converting opportunity
quotes profile setting is enabled, then when the Opportunity is
converted to a Sales Order, the salesperson assigned to the order

will be the staff member specified here. If the profile setting is
disabled, the salesperson will be assigned according to the
existing Default salesperson identification method profile setting.

Assigned By

This read-only field is automatically populated with the name of the
Exo Business staff member who created the Opportunity.

Create Date

This read-only field is automatically populated with the date that the
Opportunity was created on.

Close Date

This read-only field is blank to begin with, and is automatically
populated with the current date when the Opportunity is closed (i.e.
when its Stage is set to “Closed Won” or “Closed Lost").

A text field for entering notes is available underneath the Opportunity properties.

The lower section of the Details tab is blank to provide room for Extra Fields.

Note: Opportunities support the Event Log functionality available in EXO Business; every

change to an Opportunity field is recorded in the AUDIT_TRAIL table and can be reported

on in the same way as all other events in the Event Log.
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Additional Tabs

After entering information on the main Details tab, click Save. Additional tabs become available -
the Opportunities window includes the following common tabs:

o History Notes

e Transactions

e Documents

e Activities (see page 22)

e Social

Note: The Social tab uses the social media account details that have been set up for the

company that the Opportunity is associated with.

A Quote tab is also available for adding quote information against the Opportunity (see page 34).
Copying Opportunities

To create a new Opportunity based on an existing one, click the Copy button on the Opportunity
search window. The Copy Opportunity window opens:

CR Copy Opportunity — O hd
Copy From:
Opportunity no: 4
Comparry: 2. ALL CAR. PARTS
Copy To:
Subject: |WHL AUTO PARTS |
Debtor: |2. AL CAR PARTS |
Contact: [MURRAY SHACKLAND |
Due Date: 23112006 @ |
Estimate: | 0.00|
Options:
Duplicate guote lines Duplicate line narratives
Include lost lines Duplicate history notes
Duplicate guote options Copy documents
Ok Cancel

Specify details for the new Opportunity:

Field Description

Copy From

Opportunity no The ID number of the source Opportunity.

Company The company account (Debtor, Creditor or Non Account) that the
source Opportunity relates to.
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Copy To
Subject

Company

Contact

Due Date

Estimate

Extra Fields

Options

Duplicate quote lines
Duplicate line narratives
Duplicate history notes
Duplicate quote options

Include lost lines

Copy documents

Opportunities

Enter a subject that describes the Opportunity. By default, this
is copied from the source Opportunity.

Enter the name of the company account that the new
Opportunity relates to, or enter ? and press TAB to search for
one. By default, this is copied from the source Opportunity.

Enter the name of the Contact that the Opportunity relates
to. By default, this is copied from the source Opportunity.

Select the date when this Opportunity is due to be
completed.

Enter the initial estimated value for the Opportunity. By
default, this is copied from the source Opportunity.

This section displays any Extra Fields on the Opportunity
whose Copy field property is set to “Prompt”. By default,
these fields contain the values from the source Opportunity;
either leave the values as they are or enter new values.

Select which attributes of the source Opportunity to copy to
the new one. Tick the boxes for all attributes that you want to

copy.

If this box is unticked, quote lines with a status of “LOST” will
be not copied from the source Opportunity. Tick this box to
copy lost quote lines to the new Opportunity.

Tick this box to copy all documents attached to the source
Opportunity.

Click Copy to create the new Opportunity. The new Opportunity appears, so that any additional
edits can be made. You are given the option of keeping the prices of copied line items, or re-

applying pricing rules to them.
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Opportunity Quotes

To enter quote information for an Opportunity, go to the Quote tab.
Note: This tab replicates most of the functionality of the Quote tab in the Exo Job Costing

add-on module. (Functions specific to jobs are not included.)

CR Oppartunity - WHL AUTO PARTS - [ e

File Lhilities Ouote Help
bl Save G Save & Exit 3¢ Cancel | [[J Delete 5 Print |3 Create an Activity - Conwert = | 3] 5] & o+ 4+

Seqno: 4 Subject: WHL ALITD PARTS Account: 2. ALL CAR PARTS
Dwetals Quate  Mstory Motes  Transactions Doouments Acthiies  Sooal
Cobons : | DEFALLT OFTION ‘ [ectmm.. | ("] Hide 11t Compenents
Ol Code Desciption Quantity G5T Mg, Cost sall Total Markup (%) Staus Date|CostType
FLANGED L ELANGE BIT 1 Dt $51.67 45788 5788 2061% QUOTE 23112018
CAMADIOE ADIUSTABLE CAM SHAFT 1 DR SISE37  §194.36  §194.36 2271% QUOTE | 21.aiL0
MUFFLED1 1R §73.25  Ses86  SWE6  34.07% QUOTE | 23.1L1016

Total Cost: £13.59  Sub totak

GST totak
Tolal Price:

Matoparte.conz

Field Description

Group select The first column contains a checkbox that allows you to select the line as
part of a group of lines to perform actions on using the right-click menu.

Narrative The second column displays the 1 icon if the line has a narrative
attached. Right-click on this line and select Add Narrative to add a new
narrative to a line.

A narrative can only be added/edited after the line has been saved.

Code A product code. Type ? and press TAB to return a list of products.
Double click product required.

Type . (full stop) and press TAB to load a Bill of Materials.

Description A product description. This uses the description of the product as
entered in the main MYOB Exo Business stock record. It can be
overwritten.

Qty The quantity to be supplied. It is 1 by default.

GST No Select the GST rate to use for this item.
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Cost

Sell

Total

Markup %

Status

Date

Cost Type

Cost Group

Disc (%)
Gross Margin %

Supplier Name

From Location

Kit No

Opportunities

The cost of the product. This uses the cost as entered in the stock
records, but can be overwritten.

The selling price of the product. This uses the selling price, as attached
to the customer. It can be overwritten.

Automatically calculated — cannot be directly overridden.

This value is automatically calculated, and can be overwritten. Enter the
percentage amount of the new markup, ignoring the % sign, e.g. 112.5.

The status of this line. Will be one of;

e LOST

« QUOTE
. JOB

« ORDER

When a quote is converted (see page 38), only lines with the status
“QUOTE" will be copied to the Sales Order or Job. A quote line can be
changed from “QUOTE" to “LOST” and vice versa using the Set Line
Status as Quote and Set Line Status as Lost right-click menu options.

Converted lines automatically have their status changed to “JOB” or
“ORDER” as relevant.

The date of transaction being entered.

This column is only available if Exo Job Costing is installed. Enter a Cost
Type, if types are used. Type ? and press TAB to select from cost types
available.

This column is only available if Exo Job Costing is installed. Enter a Cost
Group, if groups are used. Type ? and press TAB to select from cost
groups available. Cost group will auto populate if a Cost Type is entered
first, but can be overridden.

Discount applied to the selling price of this line.

Automatically calculated — cannot be directly overridden.

The preferred supplier for any lines that you will need to “order in”.
Used when creating purchase orders based on the lines that have a
“copy to” flag set to “P” on the quote.

The preferred location to draw stock from if this quote is converted.
When a kit is added to the quote, the lines of the kit are given a kit

incidence number that is used to hold the likes of the kit together. Lines
that are not part of a kit have the value -1.
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Quote Options

This works in conjunction with the Quote Options defined in the area
above the grid. These are covered in more detail later but allow the
quote to be split onto sections (say for optional upgrades). One quote
option is created by default (‘Default Option’).

Analysis Codes

Analysis Codes are arbitrary codes that can be assigned to transactions,
allowing you to group them together in various ways for sorting and
reporting. They do not perform any function themselves; they are
simply a customisable way of grouping related transactions together.

Labour Allowance

This allows a unit labour allowance to be specified associated with a
product. Labour allowances are distinct from an actual “time” lookup
item within the grid and act as a guide. Labour allowance is optionally
keyed in the Labour Allowance column and can also be defaulted from
an extra field on the Stock Item. This is a “per unit” labour value so is
multiplied by quantity.

As this tab is an ExoGrid there are more columns available by right-clicking on the column header
and using Select Visible Columns. The columns shown above are shown by default.

Additional columns that may be selected include:

Field Description

Sell Inc GST Sell price including GST.

GST GST value per unit.

GST Total Total line value of GST.

Total Inc GST Line total including GST.

ST The one-letter code for the line’s status.
GST Rate The percentage rate of GST.

Length, Width

Allow additional factors to apply to quantity. These default to 1.

and Depth

Total Qty Used with Length, Width and Breadth gives the effective quantity when
these factors are multiplied by quantity.

Line Type This is normally zero but this can indicate:
1 =Kit header
2 = Component

Kit Code Normally blank but this can contain the BOM code of a kit.

Line # Line number. This can be edited and used with the ExoGrid sorting

capabilities (or Clarity reporting) to re-sequence the lines from their
original entry sequence.
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Analysis Code 1 Can be used as another coding for posting to the General Ledger.
Analysis Code 2

Showline Contains a Y or N to indicate if the line should appear on an invoice. This
applies to kit component lines where the component lines may be hidden
(set on BOM header).

Spread Defaults to Y but can be changed to N. Indicates if the line will be taken
into account when using the spread function to alter the quote total.

When adding lines, the checkboxes for those lines will not appear until the quote is saved.

Clicking Save, Save & Exit, or pressing CTRL + S commits the changes. Clicking Cancel cancels
changes and returns to the search screen.

Clicking Print prints the Opportunity Quotation form (Opportunity.CLF), containing details of the
Opportunity and its associated quote.

Converting Opportunity Quotes

An Opportunity quote can be converted to one of the following:
e A Sales Order Quote.
e A Sales Order.

¢ A Job Quote, i.e. a Job where all information is on the Quote tab and no transactions have
been activated.

Note: An Opportunity must be associated with a Debtor account before it can be converted

to a quote. If the Opportunity is currently associated with a Non Account, you will be given
the option of converting the Non Account to a Debtor before converting the Opportunity.

To convert an Opportunity quote, select an option from the Convert dropdown in the Opportunity
window toolbar:

@ Convert ~

Create a Sales Order Quote
Create a Sales Order

Create a lob

Note: The available options are determined by the CRM Opportunity Conversion Options

User-level profile setting.
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Only quote lines that have the status of “QUOTE” will be copied to the Sales Order/Job. These
lines will have their status updated to “ORDER” or “JOB” as applicable. If lines are removed from
the Sales Order or Job, the relevant lines are updated in the Opportunity. The following window
appears when the Sales Order/Job is closed:

Update Opportunity Stage *
Would you like to set the stage of this Opportunity now?
[ImMark any unconverted lines as lost

() Closed Won
(") Closed Lost

If the Mark any unconverted lines as lost option is ticked, then any lines on the original
Opportunity that were deleted from the Sales Order/Job will be set to “LOST". If the option is not
ticked, then any lines on the original Opportunity that were deleted from the Sales Order/Job will
be set back to “QUOTE".

Opportunity Quote Options

The functions that are available to be performed on Opportunity quote lines are detailed below.

Toolbar Options

Change quote total The button can be used to alter the quoted values of lines to sum to a
specified total. The system prompts for the new total.

Spread new Amount >

Enter new amount or leave blank to cancel

Cancel

Lines are proportionally altered by factoring them on the basis of old total versus new total (the
difference is spread according to the lines original value). If you have some lines which you do not
wish to be altered by this process then set the value in their Spread column to N.

Check for Price Changes Click the & button to check quoted prices against the latest cost and
selling prices from the stock ledger. A prompt will appear when copying a quote or a job, when
converting a quote to a job, or manually by pressing the calculator button.
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Check Stock Level The current levels of stock relating to the requirements of a quotation can be

checked before it is activated as a job by clicking the button. This may be useful to help decide
whether the lines need to be set to be purchased or whether it is expected that stock be taken
from a particular stock on hand location.

Stock Level Enquiry

FLANGEOD1 - FLANGE KIT

Physical Free Stock| Mot for sale| Committed Back Order| ™

2.Wellington 7 7
3.Christchurch 10 10
4,5ydney a 0
5.WIP a 0
0. TRANSIT a 0

Forecasted for 90 days up to and induding Tue 21 Feb 2017

Move line up/down The quote lines can be reorder by selecting a line and using the “+ or
buttons to move it up or down. The arrangement of the quote lines is saved when the quote is
saved.

Quote Options

| Details | Quote | History Notes | Transactions | Documents | Activities

Options : | ¥ DEFALLT OPTION Setup...

By default, all lines of a job belong to the DEFAULT OPTION, which is automatically created for
each job. When quoting, it may also be preferable to include additional lines for optional extras or
upgrades to the default being quoted.

To create or maintain one or more additional Quote Options click the Setup button. A search
screen of additional Quote Options will be displayed. For a new job where additional options have
not yet been created, there will be no entries.

CR Setup Opportunity Quote Quote Options x
Eile Mavigate Help (5}
19 New Save Cancel | flf Delete M 4 b M

Opportunity Code: 4-WHL AUTO PARTS

No: Description:

Search

Search key: | | | Search |

Quote Options # | Quote Options Mame ~
1 |UPGRADE OFTION

gescoTN

Motopartz.co.nz
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To create a new option click New. To edit an existing, option double-click its entry.
The name of the option can be set or maintained.

For each line on the Quote/Budget tab, the Quote Option column can be changed from the
DEFAULT OPTION.

Ticking or unticking a Quote Option in the header panel will include/exclude that option from the
job totals at the bottom of the screen.

The Quote Options can also be used in Clarity reporting to provide alternate quoted options
within the single job.

Right-click Menu Options

Right-clicking on a quote line will show options relevant to the line. These options change
depending on the characteristics of the current line. Some are common with the toolbar actions
detailed above.

Note: Any options specific to Job Costing are not available.

Add Narrative (CTRL+N) This allows a line level narrative to be added to or edited for a line. A
narrative editing window is opened with blank or previously entered text. Right clicking in the text
area provides additional options for inserting text:

e Insert Common Phrases - adds a Common Phrase to the narrative.
o Insert Stock Notes - copies the content of the Notes tab from the Stock Item setup screen.

Set Line Status as Lost/Quote This sets the Status column for the selected line to “LOST". If the
line is already in the “LOST” status, this option changes it back to “QUOTE". When right-clicking on
a kit, this option becomes Set Kit Status to Lost/Quote, and affects all lines in the kit.

Splitline This allows a line that has a quantity > 1 to be split into two lines so that they can be
acted upon independently. The system will prompt for the quantity to be split-off into the new
line:

Split Line Quantity X

Quantity

Cancel

The remainder of the quantity will be left on the original line.

Attach Line to Kit At least one kit must exist on the job before this function can be used. When
selected a search screen of kit headers on the job appears so that you can select which kit the line
is to be appended to. The line will be re-sequenced if necessary and added as the last line of the
kit.

Remove Line (CTRL+DEL) This deletes the current line from the job. A confirmation request is
displayed.

Check Stock Level This checks the current levels of stock _relating to the requirements of a
quotation. This function is also available by clicking the 4 button.
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Kit Functions

When right-clicking on a kit header or one of its components, a different set of options relating to
kits becomes available under the Kit sub-menu.

Append Component Line This function allows the user to select additional lines from the Bill of
Materials set up for addition to the kit. These are lines that have been marked as non-default and
therefore were excluded when the kit was originally added to the job. These non-default BOM
lines could be substitute items (used in conjunction with delete line of the original component) or
common optional extras.

Append Stock Item Line You can append a stock item line from the Stock file. Selecting this option
displays the entire stock list in a search screen for selection. The item you choose does not have to
be an item pre-configured as optional in the Bill of Materials.

Substitute Component Line This function is only available when right-clicking on a component
line in a kit on the Costs tab. Selecting this option allows you to choose a new component item to
replace the selected item.

Extra Kit information This function allows you to enter additional information for the kit. A
periscope-style window is displayed to allow serial number information to be entered if this kit will
make an output item:

Extra Kit Information ot

Kit Details
Kit sequence no: 3

Kit serial no: | |

Expiry: 23.11.2015 B~ |

Reference: |

oK Cancel

This information is for record keeping and may be printed on customer reports - the serial does
not exist in the main stock serials list. If an asset is produced for the job and this is a serialised item,
the serial number must be added there manually.

Copy Bill Notes This function allows you to copy the notes established on the Bill of Materials
setup screen into a narrative on the kit header line within the job. The narrative may then be
customised as required and therefore the notes of the Bill of Materials may constitute a template.

Marked Lines

The functions under Marked Lines on the right-click menu operate on the lines which have
checkboxes ticked. All lines can be ticked/unticked by clicking the checkbox in the column header
row. The Marked Lines submenu contains the following options:

Set Markup % This function prompts for a markup percentage and adjusts the sell prices of the
selected lines accordingly.

Set Gross margin % This function prompts for a gross margin percentage and adjusts the sell
prices of the selected lines accordingly.

Set Cost Types This function pops a combo box dialogue where the user can select a cost type to
apply to the selected lines.

Set Cost Groups This function pops a combo box dialogue where the user can select a cost group
to apply to the selected lines.
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Opportunity Stages

Opportunity Stages are used to indicate what point an Opportunity is at in the sales cycle. Each
stage has a number of associated characteristics that dictate whether certain system-defined flags
are raised on changing to this stage.

For example, an Opportunity may be at the stage of Unqualified, Qualified, Solution Defined,
Proposal Submitted, and Closed. An Opportunity may in fact have two stages representing closed
Opportunities: those that closed after being processed to a sale (Closed Won), and a similar Closed
stage that represents when an Opportunity did not result in a sale (Closed Lost). Both of these
stages would have the same characteristics of being non-active Opportunities, and probably
Locked. However it is possible to differentiate between these two Closed stages on analysis
reports.

To set up Opportunity stages:

1. Select Setup > Setup Opportunity Stages from the Exo Business CRM menu, or select “Edit
List...” from the Stage dropdown on the Opportunity window (see page 30). The Setup
Opportunity Stage window is displayed:

CR Setup Opportunity Stage x
File Mavigate Help o
_’| MNew Save Cance m Delete [ 4 F B
Search
Search key: | | Search
Key Description Def, Probability| Admin | Locked |Lodk Quote Workflow Constrair| ™
Q |Qualified 0% [] ] Ol L]
M |Meeds Defined 5% [ ] [l O
5 | Solution Defined 50% | [ ] ] L]
P Proposal Submitted 0% [ ] [l O
W |Verbal Acceptance a0, [ ] ] L]
W | Closed Won 100% [ ] ] L]
L |Closed Lost 0% [ ] [l O
]
Motopartz.co.nz
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2. Click New. Type in the details of any further stages required.

CR Setup Opportunity Stage >
File Help [ ]
Mew | |z Save X Cancel Delete

Details

Opportunity stage key: |U |

Opportunity stage name: |UNQUALIFIED |

Status characteristics
|:| Prevent new transactions
[IMake opportunity read anly
|:| Opportunities are complete
[Jauotations read only
[] opportunities are archived
[Jworkflow Constraints Apply
|:| Opportunities are ready to invoice
|:| Opportunities are active

Def. Probability: 5o w
Motopartz.co.nz |
Field Description
Opportunity status key A meaningful one character unique short code to
represent this stage.
Opportunity status name A suitable description of the stage, e.g. Qualified.
Prevent new transactions System flag preventing entry of additional transactions

to Opportunities at this stage.

Make opportunity read only  System flag to ensure that no part of the Opportunity
can be edited while at this stage. This includes the
Stage field itself. Only a user who has administrator
rights can modify this Opportunity (this is determined
by the User has Opportunity Administrator Rights
User-level profile setting).

Opportunities are complete System flag indicating that Opportunities in this stage
are complete.
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Quotations read only System flag used to lock the Quote tab to prevent
further changes while the Opportunity is at this stage.
Default is No. The Quote tab will be locked unless
logged in as a user with administrator rights.

Opportunities are archived System flag indicating that Opportunities in this stage
should be archived.

Workflow Constraints Apply ~ When this flag is set, the user may specify which
stages the Opportunity may move to. The stage
change can also be flagged to be tracked.

Opportunities are ready to System flag indicating that Opportunities in this stage
invoice are ready to invoice.

Opportunities are active System flag indicating that Opportunities in this stage
are currently active.

Def. Probability Select the default Probability level for Opportunities at
this stage.

3. When the Workflow Constraints Apply option is checked for a given stage, you can click
on the % button to open a further screen to specify workflow stage paths.

Opportunity Stage Workflow Constraints >

Active Stage Description Short Desc Track Event Ly
Qualified

Meeds Defined
Solution Defined
Proposal Submitted
Verbal Acceptance
Closed Won
Closed Lost

I
I

oK Cancel

4. Check the boxes in the Active column to specify which stages you can move an
Opportunity to from this stage. If you want to record the history of the stage change in the
Event Log, check the boxes in the Track Event column as well.
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Sales Team Budgets are intended for clients whose businesses are focused on selling to existing
clients and who therefore manage their sales staff by comparing actual sales versus budgeted
sales. As Exo Business CRM is integrated with the rest of the Exo Business system, it can use
historical sales data as input into creating budgets and tracking budgets to current sales.

Sales Team Budgets can be defined at the following levels:
e Account Group 1 and 2
e Account
e Stock Group 1and 2

e Stock item

Setting up Sales Team Budgets

Setting up Sales Staff

Staff members are set up as members in Exo Business Config at Staff > Profile Assignment > Staff
> Sales Team tab.

Al Save x Cancel | [ 4 F M

Staff No: 1 Mame: BRIDGET FAIRWEATHER.

Detalls  Authority Sales Team  OnTheGo

Has Budget

Reporting To BRIDGET FAIRWEATHER. w

v - BRIDGET FAIRWEATHER.
-~ DAVID CRANSTON
- TIM MCINTOSH

Tick the Has Budget option for each staff member who is to have a sales budget.

Use the Reporting To dropdown to select the sales manager that the staff member reports to (by
default, staff members are their own managers). Specifying managers for staff members affects
the budget generation process; when editing a budget, users can see the budgets for all staff
members that report to them. This is hierarchical - if Staff Member A reports to Staff Member B,
and Staff Member B reports to Staff Member C, then C will be able to see the budgets for both A
and B. The area below the Reporting To option contains a tree view showing all staff members
who report to the selected manager.

Setting up Sales Years

Sales Team Budgets use the same budgeting periods as the Exo Business Analytics module. These
periods are set up in Exo Business Config at Admin > Analytics > Setup Sales Year.
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Setting up Budget Models

Before creating Sales Team Budgets, you must define the models that the budgets will be based
on. Budget models define the levels to budget at and the sales period to budget over.

Select Setup Sales Team Budgets from the Setup menu to set up budget models. All currently
defined models are listed.

CR Budget Models = o X
File Navigste Help % ]
) New Save Cancel % Open Budget Update Structure WQeMe H 4 b W
[ || sewen
e SalesPeriod ____From Bate _ Account Group_Account Group 2 Accounti Stodk Group Stodk Group 2 Stodk Item 4
Toam Eudget 1 YEAR 015/2016 73.08.2015 ‘n 1% m = & O
Team Budget 2 YEAR 2015/2016  23.08,2015 27.03.2016 %] O ] | 0 O
Tesm Budget 3 YEAR 2016/2017 23.08.2016 27.08.2017 (] (] 1% ] 1%} (]
v
< >
Motopartz.co.nz s |
Click New to create a new model:
CR Budget Models — | *
File Mavigatz Help o
Mew | [l Save 3 Cancel 57 Open Budget Update Structure E| Delete H 4 F H
Budget Name: Team Budget 2
Budget Name: |Team Budget 2 | Budget Model
Sales Year: YEAR 20152016 . DA(CG{'&DE ElstodtGroup z
Acc Group Stock Grou
Active: E‘ E‘ @ P
[Jaccount [ stock ttem
Budget Perinds:
| Budget Period Name Actuals Period Last Year Actuals Period | Structure Size L)
ALGUST August 2015 408
[_] sEPTEMBER. September ... 408
[Jocros=s October 2015 403
[] MOVEMBER, Movember 2... 408
[] pECEMEER December 2., 408
] sanuary January 2016 January 2015 403
[ FEBRLIARY February 2... February 2015 408
[ MarcH March 2016 March 2015 403
[ aran April 2016 Apel 2015 203
[ max May 2016 May 2015 403
[ unE June 316 June 2015 43 v
Molopartz.co.nz

1. Enter a name for the budget model.

2. Select a Sales Year to create budgets for. Choose from the sales years set up set up in Exo

Business Config at Admin > Analytics > Setup Sales Year.
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3. Specify whether or not the budget is currently active by ticking or clearing the Active check
box.

4. Select the levels to create budgets at by ticking the required boxes in the Budget Model
section. It is only necessary to tick one box for each column - ticking the box for one level
effectively selects all levels above it, e.g. selecting to budget by Account Group means that
budgets will be created for Account Group 2 as well. It is not necessary to select an option
from both columns; you could choose to budget by Stock Group only, for example.

5. Click Save to save the budget model.

Creating and Editing Budgets

Once all budget models have been set up, click the Update Structure button on the Budget
Models window to generate the budgets specified by the models.

Once created, select a budget and click the Open Budget button ( = ). The Budget window
opens:

CR Budget - a s
File Mavigate Help 5 )
2] Populate Last Year Actuals =] Populate Actuals ] RefreshPrvotGeid | H 4 F H
EdtBudget View Budget

~ [AEXE BUSINESS ADHIN ACCOU | Account Group Stk Group Stock Group 2 Staff Name Last Year Actua Eudget Value -
[FIGRES MANNING [ p— ALCIO CEMD o a
%mmm fi:’; FORETEN ALDTO EY0 BUSINESS ADMIN ACCOUNT i i
[Zeema h FOREIGN ALCIG GREG MANNING o 0
FOREIGN ALDIO IMTERNMET SALES i i
FOREICH ALDID MALCOLM EREEN o 0
FOREIGH BRAXES DEMD 0 0
FOREIGN ERAKES EXQ BUSINESS ADMIN ACCOUNT 1} a
FOREIEN ERNES GRE(: MANNING i i
FOREICH ERLAKES INTERMET SALES 0 0
FOREIGN ERAXES 4ALCOUM BREEN 1} 0
FOREIEN CAR CARE BAC... CEMO 0 0
FOREIGN CAR CARE BAC... EXO BUSINESS ADMIN ACCOUNT i 0
FOREIEH CAR CARE BAC... CREG MANMING i 0
FOREIGN CAR CARE & AL,.. IMTERMET SALES 1} 2}
FOREICN CAR CARE B.AC... MALCOLM EREEN o 0
FOREIGH ELECTRICAL CEMO 0 0
FOREIGN ELECTRICAL B0 BUSINESS ADMIN ACCOUNT &} 0

FOREIGN ELECTRICAL GREG MANHING i 0.
< > £ >

Motapartz.co.nz

All users that report to the current user (directly or indirectly) are displayed in a hierarchy on the
left of the window. Tick the boxes for all users that you want to edit budgets for.

Enter budget information into the Last Year Actuals and Budget Value columns. Clicking the
Populate Last Year Actuals or Populate Actuals buttons automatically fills in the values in the Last
Year Actuals columns with data from the Exo Business database.

Budget data can be viewed in a pivot grid on the View Budget tab (click the Refresh Pivot Grid
button to refresh the grid contents after editing budget figures).

Budget figures can be entered directly into this window, or they can be copied and pasted into
Microsoft Excel and edited there. Right-click on the column headings and select Copy to clipboard
or Paste from clipboard to copy and paste data.

Note: The data copied to Excel can be manipulated as required; however, in order to be

able to be pasted back into Exo Business CRM, the SEQNO column must remain the first
column in the spreadsheet.
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Exo Business CRM lets you set up and run marketing campaigns. The Campaign tab in Exo
Business CRM contains the Campaign Search widget, which displays details of all campaigns in

the system.

Viewing Campaigns

The Campaign Search view in Exo Business CRM lists all campaigns in the system. Double-click on

a campaign to edit it.

CR Campaigns e o X
File Utilities Navigate Help 5 ]
1 New Save Saye & Bxit Cancel [ H 4 b M
Seqno: 3 |
Search
Views: .
| U | [ seach | EABxtended seard
Seqw Reference  Tite Cesaription Owner Create Date Start Date Last Updated EndDate A

1 PROMOTEL  Markebng Promoten | EXO BUSINESS ADMI... 23.11.2016 23.11.2016 23.11, 2016 30.11.2016

2 SUMMERSALE Summer sdle canmpagn X0 BUSINESS ADML.., 23.1L.2016 01.12.2016 23.11. 2016 23,02.2017

2 ONEDAY1  |Cne day offer 28/11/16 |Gre day orly promotion to mibscrbers. .. £X0 SUSIESS ADM]

4 ONEDAY2 One day offer 5/12/16 |One day only promotion to subscribers,,. EXO BUSINESS ADMI.., 23.11.2016 05.12,2015 23,11, 2016 05,12.2016

/_,-—'—’-—_—“——_ T — -

The Campaign Search view is available as a separate window and as a Dashboard widget that can

be added to the Exo Business CRM interface.
Creating Campaigns

To create a new campaign, click the New button on the Campaign Search window.

CR Carmpaigns
File Lrilities Help
Hew | [ Save B Save & Bxit ¢ Cancel | 3

Detads | Acthvities Condactlsts Waves History Notes Trangactions Documents  Analysio

Rferance: [PROMOTEL | Start Date:

Titles [Marketing Promaten | End Dates

Extrmated Cost: [ 52,000.00 DoysRemainng:  7days

Estivated Rvenue: | 52,000.00] - |EcosusEss apvm accounT
Estivated Cost oer Respanss: 520,00 Campagn Costs: | (B
sooe = =

botes:

o x
Q
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The following properties are available on the Details tab:

Field Description

Reference

Enter a short reference code to identify the campaign.

Title

Enter a descriptive name for the campaign.

Estimated Cost

Enter the estimated costs of the campaign. This provides a
simple method of costing campaigns - for more advanced
costing, use the Exo Job Costing module and associate the
campaign with a job using the Campaign Costs property.

Estimated Revenue

Enter the estimated revenue that will be generated by the
campaign.

Estimated Response

Enter the estimated number of respondents for the campaign.

Estimated Cost per

The value in this field is calculated automatically based on the

Response values of the Estimated Cost and Estimated Response fields.
Stage The campaign stage indicates the progress of the campaign
from creation to completion. Choose from:
e New
e In Progress
e Postponed
e Cancelled
e Completed
Stages can be added and set up in the same way as
Opportunity Stages (see page 43) by selecting Setup Campaign
Stages from the Setup menu.
Notes This field can contain a details description of the campaign, or
any other additional information.
Start Date Use the start and end dates to specify the period over which the
End Date campaign will run.

Days Remaining

This field is calculated based on the start and end dates, and
displays how much longer the campaign has to run.

Owner The Exo Business staff member who is responsible for the
campaign.
Campaign Type Select whether this is a Marketing or Non-Marketing campaign.

This affects Contacts who have opted out of marketing
communications (by ticking the Opt-Out eMarketing flag on the
Contacts window); they will be excluded from campaigns that
are set as “Marketing”.
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Campaign Costs This field is only available when the Exo Job Costing module is
installed. When using the Exo Job Costing module to track
campaign costs, specify the job that will contain costs for this
campaign.

Note: A Campaign Wave field is available on jobs. This field
is used to indicate that the job was raised as a result of a

campaign wave, not that it contains costs for a campaign.

Campaigns support extra fields - if any have been set up, they appear underneath the Notes
section.

Once a new campaign has been saved, additional tabs appear next to the Details tab:
e Activities - this tab displays all activities (see page 22) created for the campaign.

e Contact Lists - this tab displays all Contact Lists (see page 15) associated with the campaign.
Contact Lists can be created and added to the campaign from this tab.

e Waves - this tab is where the communication waves (see page 51) that make up the
campaign are set up and processed.

e History Notes - this tab displays all history notes for the campaign.
e Transactions - this tab displays all transactions associated with the campaign (see page 58).
e Documents - this tab displays any documents related to the campaign.

e Analysis - this tab contains a dashboard interface with widgets that display analysis
information on the campaign.

Campaign Communication Waves

Campaigns can be separated into communication “waves”, which can be processed one after
another as the campaign progresses. The Waves tab on the Campaigns window displays all
actions planned for the campaign.

CR Carmpaigns - O =
File Lnilities Campaigndave Help Q
Hew Say Save & Bt 3 Cancel | T Create Mew Wave |3

Details  Actiities Contactlists Wawes History Notes Trangactions Decuments  Andysio

Segro Wiawe Ma Desoripbon Communication Method  Start Date End Crabe Tracker Key  |Opfin URL Opk out LIRL Landing Site ™
i 1 |Frst Communication wWave Makshot Frocess 23113015 _—
2 |Fallaw up with respondents Malkhot Process 3112018 300112018
& 3 Send qut remingers Malshot Frocess 113016 300113015
7 4 |Create sapontments for dient meelings Bub Acthily Creatien  23.11.2006  23.11.2018
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Campaigns

To create a new campaign wave, click the Create New Wave button on the toolbar of the
Campaigns window.

CR Campaign Wave

File Help

Campaign Ref;
Desoipltion:

Target contact kste:
Optin URL:

Opt out URL:
Landing site:

Save | Sawe & Edt % Cancel | (=i Mail Shet

Marketing Promation

Wawe No: 1

e
@

|ﬁrst Communication Wave

Comnmunication method: |Maighntpm-oe-ss

|2. Email List

| Start date: [23.11.2016 =
=) Enddate:  [23.11.2016 -
Fl Tracker key:

| [(rrocessed

] (] Complete

Fill in all relevant details of the campaign wave. The following details are available:

Field Description

Campaign Ref

The title of the campaign that the wave is a part of.

Description

A brief description of the wave.

Communication Method

The communication method indicates what action should be

performed in this wave. Choose from:

Mailshot Process - send bulk communications to
selected Contact Lists using the mailshot function.

Bulk Activity Creation - create Tasks or Appointments
(see page 25) related to all members of selected Contact
Lists.

Execute SQL - execute a custom SQL query against
selected Contact Lists.

Social Media Post - post to the company social media
networks.

Export List - export the details of selected Contact Lists
to a CSV file.

Execute External Program - run an external file or
program.

Note: Communication methods can be hidden using the
Hide Campaign Wave Communication types User-level

profile setting; if any of the methods listed above do not
appear, check this profile setting.
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Target Contact Lists This property allows you to select the Contact List(s) that the
wave should apply to. Its availability depends on which
option is selected for the Communication Method. Only
Contact Lists that appear on the campaign’s Contact Lists tab
are available for selection.

Optin URL These fields become available if “Mailshot Process” is selected
Opt out URL for the Communication Method. These are details that may
be relevant to the campaign wave, which can be included in
communications. For example, one or more of them could be
included in the email template used by this wave.

Note: The values entered for these details are stored for
each wave in the CAMPAIGN_WAVE table.
Text This field becomes available if “Social Media Post” is selected

for the Communication Method. It allows you to enter the text
that will be sent to the target social media network(s).

Landing Site
Tracker Key

Start Date Enter the date range over which this campaign wave will run.
End Date

Processed These flags can be ticked to indicate the current status of the
Complete campaign wave. When the wave is processed (see page 53),

the Processed flag is ticked automatically.

Processing Campaign Waves

Campaign waves are processed in different ways, depending on the action chosen for the
Communication Method property.

Logging functions are available so that campaign waves can be followed up (see page 58) after
they have been processed.

When processing a campaign wave that uses one or more Contact Lists, i.e. all communication
methods except for “Social Media Post”, you are given the option of refreshing the Contact Lists
before processing. This will regenerate the lists based on their list building criteria, capturing any
changes to Contacts that have been made since the list was last generated.

Note: For lists that do not use the list building criteria, i.e. lists where all Contacts were added

manually, there is nothing to refresh, so this option will not appear.

Mailshot Process

When “Mailshot Process” is selected for a wave’s Communication Method, a Mailshot button
becomes available on the Campaign Wave window toolbar. Clicking this button launches the
mailshot process for all Contact Lists selected in the Target Contact Lists field.

When performing a mailshot from a campaign wave, any Contacts in the target Contact List who
have the Opt-Out eMarketing flag ticked will be highlighted in grey, and will not be processed
(this only happens for campaigns where the Campaign Type property is set to “Marketing”).
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Bulk Activity Creation

When “Bulk Activity Creation” is selected for a wave's Communication Method, a Bulk Activity
button becomes available on the Campaign Wave window toolbar. Clicking this button opens a
window where you can enter a SQL query to be run against all Contact Lists selected in the Target
Contact Lists field:

CR Bulk Activity - O b
Eile Help a
b Preview G Pause Stop [ Edt
Details
Actvity Type:  Appeintment e Tpe: e [+] Symc with Cutiook
Subject: Followup meeting
Campagn Wave: BROMOTEL - Create appointments for dient meetings{Marketng Promaton)
Label: [ mane v Saws: Mot Startad w
Assigned To: -EIO BUSINESS ADMIN ACCOLR o Priority: Marmal v
|| Assign to Sales Person
Assigned By: B0 BUSINESS ADMIN ACCOUNT
Shart On 05.12, 2015 - 0900 AM
Duration: 00230 —
Inkerval | 00:32 —
_ Reminder: Show time as: |l Busy -
First Name Last Mame Job Title  Company Name Sales Person
Dwiane Race Manager KNIGHT NICOL ALTOS GREG MANNING
Murray Shackland Sales ALL CAR PARTS MALZOLM BREEN
Trewor Donaldson Sales Ma... SYMONDS 5T CENTRAL SERNICE STATION MALZOLM BREEN
Timothy Jadksman Mamager  TIMOTHY JACKSMAN TIM MCINTOSH
Rob Myers Sales TIMARL CAR. SERVICES LTD GREG MANMING
Cannor Hil Operatio... D & C PANELEEATERS MALCOLM BREEN
Shelby Quinn Sales ALLPARTS AUTOMOTIVE LTD TIM MCINTOSH
W
£ >
Maotopartz.co.nz

Most of the details on this window are the same as those on the Activities window (see page 22).
The following additional fields relate specifically to bulk creation:

Field Description

Assign to Sales Person If this option is ticked, each appointment created will be
assigned to the Sales Person associated with the Contact. If no
Sales Person is specified, the appointment will be assigned to
the staff member specified in the Assign To dropdown.

Start On Specify the date and time when the first activity in the
sequence should start.

Duration Specify how long each activity should last for.

Interval Specify the interval in between each activity - this is the amount

of time between the end of one activity and the start of the
next.
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Set all details as appropriate, then click Preview. A Preview tab becomes available, showing a
schedule of all proposed activities:

CR Bulk Activity - O bt
File Help o
Preview [ Go Pause Stop m Exit

Details  Preview
Friday, 25 November 2016 Monday, 28 November 2 &
[3:00am  :00am  10:00am 1:00am 12:00pm 1:00pm 2:00pm 300pm 400pm | S:00am S:00am i0: _| |4 Movember 2016 p
[ ] ] S MTWTF s s
53 a00am 3123456
L 78 810111213
: 14 15 15%13 13 20
= 21 22 23[24]28 26 27
2 10:30am
5% | | 28 29 30
2
[ I I December 2016
84 12:00m) MTwTEss
Ew] | | I [T ) B ) I () | 13 5 4
£z - 567 891011
E—§ | 1300, | 1213141516 17 18
= 1920 7t 27 23 24 25
(e | | | 262723 79 30 31
-%L} —— ~en
' e i __’j_,.'-‘a"_"-?-m"""

If the schedule is correct, click Go to create all activities.
Execute SQL

When “Execute SQL" is selected for a wave’'s Communication Method, an Execute SQL button
becomes available on the Campaign Wave window toolbar. Clicking this button opens a window
where you can enter a SQL query to be run against all Contact Lists selected in the Target Contact
Lists field:

CR Execute S0L = ] b4
Eile Help Li ]
[ Exit

Type:  Consecutive Query »
Query

I+ Bun Query gl Saveas Default | °F Staff Mumber “F Current Campaign Seqno T Cumrent Campaign Wave Segne T Contact Seqno

First Mame Last Mame Jeb Title  [Phore Email Mabile -
Race Maiager  G12-5E27 1059 dianer @alfrednichols. example, com

PerTay chaddand Sales 03-476 1430 spares@alicar, example, com 025-421934
Trevor Donakdson Sales Ma,,, 09-303 6543 ey Ecen raisernvice, example. com (21-345 344
Timorthy Jacksman Manager | 03-4937593 om@dzar, example. com 021-585 4595
Rob Myers Sales 03-324 6215 robmyers Stimanucars. example. com 029635 M4
Cannar Hill COperatio, .| (9-837 2822 connor iFhotmail. example. com 025-T53 543w
< >
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Select the type of query to run:

e Concurrent - the query will be applied to the entire Contact List in one operation.

o Consecutive - the query will be applied to each contact in the list in turn. When this option
is selected, the details of all members of the selected Contact List(s) appear in the bottom
pane of the window.

Enter the SQL query into the main area of the window, then click Run Manual Query to apply the
query.

Social Media Post

When “Social Media Post” is selected for a wave’'s Communication Method, a Text field becomes
available, and three buttons social media buttons appear on the Campaign Wave window toolbar:

e Facebook Post
e LinkedIn Activity
e Tweet Status

Enter text for the social media post into the Text field, then click one or more of the toolbar
buttons to post the text to the relevant social media network(s). The accounts posted to are those
that were entered in Exo Business Config at Admin > Social Media > Setup Social Media. The
account details used to post with are those that were used to log in and authorise the social media
applications on the Setup Social Media screen.

Note: The number of characters entered into the Text field is displayed - this is useful when

posting to Twitter, as it shows if the text will exceed the 140-character limit for a single tweet.

Export List

When “Export List” is selected for a wave’'s Communication Method, an Export List button
becomes available on the Campaign Wave window toolbar. Clicking this button opens the
following window:

CR Export List - O X

File Help i ]

@% Export [l Exit

Export file destination |C:\Program Files (x868)MY OB Exo Business\CommonDocumentsi1_1.CSV =

AccMo | Mame Primary Email Export| ™
]

2 Murray Shackland spares@allcar.example.com O

3 Trevor Donaldson trev@centralservice.example.com O

4 Timothy Jacksman tim@dlear.example.com O

5 Rob Myers robmyers @timarucars. example.com O

7 Connar Hil connor @hotmail.example.com O

8 Shelby Quinn shelbyguinn@carjunction.example.com O

9 James Barry jbarry @dear.example.com O

10 Brian Cullen parts@marketparts.example.com O

11 Mark Lawrence marklawrence @xtra.example.com O

12 Leigh O'Donnell leigh@aussiespares. example.com O

13 Terry Cotton terry@xtra.example. com I:‘

14 Trent Haskell equipment@trenthaskell. example. com ]

15 Owen Denton owend @dear.example.com ]

16 Harry Grant vic@victoriacars. example.com |:| v

< >

Motopartz.co.nz
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All Contacts from the list(s) specified in the Target Contact Lists field are displayed in the grid; tick
the Export box for all Contacts whose details you want to export. Right-click on the column
headers and choose Select visible columns to select the columns to export; all visible grid columns
will be exported to the CSV file, with the exception of the Export column.

Note: Right-click options are available to check or uncheck the Export box for all Contacts.

Enter the name of the CSV file to export to, then click Export to export the list. The exported CSV
file can then be used in third party applications, for example, a third party bulk mailing system.

When exporting to a list, any Contacts in the target Contact List who have the Opt-Out
eMarketing flag ticked will be highlighted in grey, and will not be processed (this only happens for
campaigns where the Campaign Type property is set to “Marketing”).

Execute External Program

When “Execute External Program” is selected for a wave’'s Communication Method, an Execute
External Program button becomes available on the Campaign Wave window toolbar. Clicking this
button opens the following window:

CR Execute External Program — O X
File Help " ]
P Run | Save as Default “F Contact Seqno [_E Exit
Campaign Wave : First Communication Wawve
Type: Consecutive Query w
Parameters :
First Mame Last Mame Job Tile |Phone Email ~
Race Manager |612-9827 1099 dwaner @alfrednichols.example.com
Murray Shackland Sales 09-476 1430 spares @allcar . example. com
Trevar Donaldson Sales Ma... 09-303 6548 trev@centralservice. example. com
Timothy Jacksman Manager 03-4937593 tim @clear.example, com
Rob Myers Sales 03-3246215 robmyers@timarucars, example,com
Connor Hill Operatio... 09-832 2822 connor @hotmail.example. com
Shelby Quinn Sales 09-5211182 shelbyquinn @carjunction.example. com
James Barry 04-335 6497 jbarry@clear.example. com
Brian Cullen Parts Ma... 09-299 8063 parts @marketparts.example.com
Mark Lawrence 09-497 2038 marklawrence @xtra.example, com
Leigh O'Donnell Manager 617-3372 2238 leigh @aussiespares. example.com W
< >
Motopartz.co.nz

The external program can be run in one of two modes, as specified by the Type property:

e Concurrent - the program will be run once for the entire Contact List.

¢ Consecutive - the program will be run for each Contact in the list in turn. When this option
is selected, the details of all members of the selected Contact List(s) appear in the bottom
pane of the window.

Enter the name of the file or executable to run and any additional parameters into the Parameters
field. Additional parameters work the same way as they do for custom buttons:
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To run an external program, enter
“MyProg.EXE <LOGIN> <CURRENT>"

Where <LOGIN> passes the database connection details and <CURRENT> passes out the
campaign wave SEQNO in Concurrent mode and each Contact’'s SEQNO in Consecutive mode.

Note: Clicking the Campaign Wave Seqno or Contact Segno toolbar button adds the

<CURRENT> parameter to the end of the parameter string.

Any parameter entered with the extension .CLR will assume that you want to run a clarity report
and will call Clarity directly. It is not necessary that Clarity. EXE exist to do this.

Once parameters are entered, click Run to run the file or executable.

Following up Campaign Waves

Several logging functions are available to record when and how campaign waves are processed.
The recorded information can be useful when following up on a wave after it has been processed.

When a campaign wave is processed, a History Note is added to the campaign’s History Notes
tab. A History Note is also added to the History Notes tabs for each affected Contact when using
one of the following communication methods:

e Execute SQL
e Export List
e Execute External Program

When using the “Mailshot Process” communication method, a Save copy of sent email option is
available on the Mailshot window. If this option is ticked, a History Note is created for each
Contact that the mailshot was sent to, and a copy of the email is saved to each Contact’s
Documents tab.

When following up on a campaign wave, it can be useful to know which Contacts the wave was
sent to. The CAMPAIGN_WAVE_AUDIT table contains a persistent record of which Contacts each
campaign wave was sent to. (Checking the Contact List that the wave was sent to may not always
be reliable, as the list may have been edited since the mailshot was sent.) Audit logging is available
for the following communication methods:

e Mailshot Process

e Execute SQL

e Export List

e Execute External Program
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When Exo Business CRM is installed, a Campaign Wave field is available on the following
windows:

e Sales Orders

e Purchase Orders

e Debtor Invoices

¢ Non Accounts

e Opportunities (see page 30)

o Activities (see page 22)

e Jobs (Exo Job Costing module)

This field allows all transactions relevant to a campaign to be associated with that campaign. The
specified campaign wave is copied from transaction to transaction where appropriate, e.g. when
converting an Opportunity to a Sales Order or a job.

Note: You can use the Track Campaigns On Transactions Company-level profile setting to

turn the Campaign Wave field on and off for each transaction type as appropriate.

The Transactions tab on the Campaigns window is a dashboard interface containing widgets that
display all transactions that have been assigned to the currently selected campaign. Widgets are
available for Invoices, Sales Orders, Jobs, Opportunities and Purchase Orders.
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