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Promero Confidential and Private CRM — Creating Custom Fields

CAUTION: Itis HIGHLY recommended that you do not delete fields from
module screens due to the fact that many fields are linked to other fields
within the system. Deleting them could break the link and thus break your
system. The fields listed below are those we currently are aware of that
you MUST not remove. There are probably others; thus DO NOT delete any
fields.

Do not delete or rename the below fields: ||

< Assignto

% Team

« Sales Stages

< Opportunity Types
« Lead Source

< Amount

< Probability

Creating Customized Fields, Labels and Drop Down Lists in the CRM

If your custom field contains a drop down list, you need to follow Step A to
create that drop down list first.

If it is NOT a drop down list, then you can continue to Section B.

A. Creating a Drop Down List:

Studio

I Add, remave, change fields, and layout fields : Add, delete, or change the dropdoin lists in
1 ) L O g In to th e C R M as an D Field Lavout and panels scross the application B Dropdoyyn Eeffor the application
Ad m I n I St rato r [E] Edt Custom Fields Eciit the: custam figlds crested for the Field Choose which tabs are displayed system-
. A . . . (Reoomple) i Coniigure Tabs e
2. Click Admin in top right portion of | (f=eene
Rename Tabs Change the label of the tabs [E Portal A tabs which can display any web ste
the CRM screen.

&3 WMenage Terminoloy Manage Terminalogy &7 Import | ancuage Pack Import Langusge Pack

3. Select Dropdown Editor in
Studio section.

4. Click Create Dropdown in Shortcuts. ®\Shunms

a Create Dropdown
Bl Cropdowns

5. Enter a name for the a

new drop down |ISt' = Propdown: Home B Prirt 7| Help wiki

(For Documentation _ o
_Sve | Can_cfel *Indicates reguired figld
purposes, we entered )
mortgage_type.

Dropdawn: = Imartaage_type|

NOTE: The underscore in the Dropdown name. Itis important that you add this to
your drop down name.

6. Click Save.
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A. Creating a Drop Down List (Continued):

7. Click Add (to add entries to your new drop down editor)

@\‘ Dropdown List
At

Key Key
1 [#Up EHDown Hins 2l edit 2 del

8. Enter name Key and Value fields. This will be an item in your drop down list the user can
select.
NOTE: The Key is used in the Database. The Value is what is displayed to the user.
You are limited to 25 characters.

9. Click Save

Key |Fixed Rate | value [Fixed Rate | [save || cancal |

10. Repeat steps 7 through 9 until you have added all entries into your drop down list.
11. Edit your new drop down list and delete the top row entry which is blank entry.
12. Click Save.

B. Creating Custom Fields:

You need to create a custom field prior to adding a new label to a
module. This is important because you will be asked for the custom
field name when creating the new label name.

Studio
1. Click Admin. B G ayod Ao remove, chengs llls, o ayoit feite | oy g o S e e e v ||
2 S I t Ed t C t F Id . th G and panelz across the application kit R the application
) e eC I US O m le S In e [E] Edit Custom Fields Edlit the custom fields created for the Field Confioure Tabs Chaoose which tabs are displayed system-
. . Bl b P
Studio section (Fecomaie ) Layout Contie Tabs o
Rename Tabs Change the lsbel of the tabs @ Portal Add tabs which can display any web site
&7 Wansge Terminology. Manage Terminolocy &2 Import Lanquage Pack Impport Language Pack
- Edit Custom Fields EIPrint 7] Help ik

Meodule Search

3. Select the Module to edit

from the Module Select Module o Edt [ Accourts Search
drop down list. (For L S o

documentation purposes, =

we selected ACCOUntS.) 75?5::&@ moduleL ist Support Tickets

4. Click Search.
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B. Creating Custom Fields (Continued):

5. Enter Field Name (i.e. Mortgage Add Field: Accounts

Type) _ =
6. Enter Field Label (i.e. Mortgage ol
Type) Field Label*

7. Select Data Type from Drop Down

©

Mortgage Type

. . Data Type™ ° Dropdowen
List (For documentation purposes, -

we selected Dropdown. Refer to the  Resuired Field:
next page for available data Default Value:
types.)
8. Check if you want this required field
9. If you selected Drop Down in Step

above Step 7, then select the name ficed

of your drop down list from the adjustable
EditCustomFields W
LBL_DROPDOWN_LIST. (i.e. ¢ FHA
mortgage_type) Special

10. Click Save

Save

NOTE: Available Data Types are:
Text - This is a free form text box.

Test Area - This is free form text, but allows you to enter larger
area of text.

Integer - Defines a whole number field.

Decimal - This is not a whole number field.

Checkbox - All users to select more than one selection.
Date - Defines a date field.

Dropdown - Defines a list box where users select from a list of
choices.

Guid -This is a unique identifier field.

Revised: 4/19/07

-

EditCustormFields LBL_DROPDOWN_LIST: | mortgage:_type

Fixed
Adjustable
WA

FHA

Special

Add Field: Accounts

Field R

Mare* Mortgage Type

Field AP

Labal* Mortgage Type

%Eg:_* Text v

’ Text

Max Size: |Text Area
Irtecer

Required |Decimal

Field: Checkhox
Date

Diefault 5[] Fopcdown

Walue: Guid

Save
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C. Creating a New Label Name:

This section will walk you through creating a new label for the control
such as text box, list box, button, etc. This will be the name displayed
to the users.

This field will be visible in the View Mode; you need to follow Step D in
order for the label to be visible and selectable in the Edit mode.

Studio
1. Click Admin. FetsLovou e G e |
2. Select Field L ayout E] Edit Custom Fislds Edit the custom fislds created for the Field A Choose which tabs are displayed system.
in Studio Section. (Recaneie) e ki
Rename Tabs Change the label of the tabs Portal Add tabs which can display any web site
&7 Manage Terminolngy hanage Terminalagy &7 import | ancuane Pack Inport Language Pack
i 7| Help Wik
3. Click Detail View £TeldLarout =i
Field Layout
Layout. 2
&5 Detail View Layout Rearrange the fields in an Detail View
&9 Edit View Layout Rearrange the fields in an Edit Yiew
&5‘ Grid View Layout Rearrange the fields in an Grid Yiew
4. Select the view £ Administration: Detail View Layout &IPrint |7 Help Wiki
layout you wish to ' '
edlt (For Layout View | v: ::éearo‘h_:
documentation r— . ~ |
purposes, we select AL Relos Dataiviow
Accounts Detail/View. feiites betalvizw
5' The Adm|n|3trat|0n ACCOUI’\tS &2 Administration: Detail View Layout
DetailView screen displays.
[save [ cancel |[ Crests ][ Restors Defeuits
0ELHAE Accounts LBL_ACCOUNT_NAME | MAME 1 HEHE T Accounts.LBL_PHONE
211+ e)m Accounts LBL_WEBSITE 3 aHzlE Accounts LBL_FAX
s1tid#elm  Accounts.LBL_TICKER_SYMBOL | TICKER_SYMBOL § (Tl4)#2lm) Accounts.LBL_OTHER_PHONE
(kAL TP Accounts.LBL_MEMBER_OF 7 HliHelE Accounts.LBL_EMAIL
R AL Pl Accounts.LBL_EMPLOYEES | EMPLOYEES 9 &ldlHelE  Accounts LBL_OTHER_EMAIL_ADDRESS
10 HIEH 2z Accounts LBL_OVWNERSHIP | OWWNERSHIP 11 B H2IE Accounts LBL_RATING
12 TS Accounts LBL_INDUSTRY | INDUSTRY 13 BEH2NE Accounts LBL_SIC_CODE
14 182z Accounts.LBL_TYPE | ACCOUNT_TYPE 15 H4H2|zl Agcounts.LBL_ANNUAL_REVENUE
16 TSz Teams.LBL_TEAN | TEAM_MAME 17 WAl LBEL_DATE_MODIFIED
16 T2z LBL_ASSIGNED_TO | ASSIGHED_TO 18 BEH2IE LBL_DATE_ENTERED
20/ti4#l2)@  Accounts.LBL_BILLING_ADDRESS | BILLING_ADDRESS_HTML 21 #li)H2lm Accounts.LBL_SHIPPING_ADDRESS
22 (t4lH2)zl Actounts.LBL_DESCRIPTION | DESCRIPTION §
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C. Creating a New Label Name (Continued):

10.

11.

12.

13.

14.

Click Create (refer to image in above Step 5).

The Detail View Field screen displays.
Leave Field Type as String. i
Select the Data Label from the drop down list. It | FEdTvee”

will be called something like:
Accounts.Mortgage_Type_c

The module name is added to the name. In this

case, since we chose Accounts from the [
Detail/View Layout, Accounts was added to our Data Farmat
Data Label name. [

This is the data label we created in Section B.

We created label called Mortgage Type.

Select the Data Field from the drop down

Isit. Again this is the data name we created
called Mortgage Type.

’o,

Detailview Field

Field Type:23

| String b

Diata Lakbek( [~ Free Form Data)
:-Accourrts.r-noﬂgage_wpe_c
Diata Field [ [~ Free Form Data)

List Mame:

jO

| mortgage_t:y'pe

Column Span:

Save

Cancel

o
(o)

%

G

Select the List Name from the drop down. This is the drop down list we created in

Section A. (Mortgage Type). Select this field only is this new data field is a list box.

NOTE: You may have to review the items in the drop down list for # 9 and #10 carefully
due to the size of the list.

Click Save.

new label will NOT be displayed.

New Mortgage
Type Field
displayed in the
Detail View
Screen

Revised: 4/19/07

Save Cancel Create || Restore Defaults.

The Field Layout Screen displays displaying your new field.

Click Save again at the Field Layout Screen. If you fail to save at the above screen, your

0itld#2lE  Accounis LBL_ACCOUNT_NAME
bl o Accounts LBL_WEBSITE

4 1442l Accounts LBL_TICKER_SYMBOL

B [ TldHl2l= Accounts LBL_MEMBER_OF

bl E A E 1P ) Accounts LBL_EMPLOYEES
10 2idlH2lE Accounts. LBL_CWNERSHIP
12 14+ Accounts LBL_INDUSTRY
14 114 Hl2l= Accounts LBL_TYFE
16 [T+ 21z Teams.LBL_TEAM
15 [t s LBL_ASSIGNED_TO

20 tl4+2l=  Accounts.LBL_BILLING_ADDRESS

1|+ Accounts. LBL_DESCRIPTION
23 [T+ 2l= Accounis Mortgage_Type_c

MAME
TICKER_SYMBOL

EMPLOYWEES
OWNERESHIP
INDUSTRY
ACCOUNT_TYFE

TEAM_MAME
ASSIGNED_TO

BILLING_ADDRESS_HTHML
DESCRIPTION

MORTGAGE_TYPE_C

LR AL E
3 HH 2
5 T+l
7 Tl
RRR AL JFd]
1 B
13 M=
15 T+l
17 T+

19 [t # el

21 M+ els

Accounts.LBL_PHOME
Accounts.LBL FAX

Accounts LBL_OTHER_PHOME

Accounts. LBL_EMAIL
Accounts.LBL_OTHER_EMAIL_ADDRESS
Accounts LBL_RATING

Accounts LBL_SIC_CODE
Accounts.LBL_AMMUAL_REVENLUE

.LBL_DATE_MODIFIED

.LBL_DATE_EMTERED

Accounts LBL_SHIPPING_ADDRESS

Page 6 of 9



Promero

Confidential and Private

CRM — Creating Custom Fields

D. Need to Edit the New Field Layout to add the new label, drop down list,

etc.

Follow these steps to have the new label/drop visible and selectable in
the Edit View mode.

1. Click Edit Detail View from Shortcuts Menu

2. Select Accounts.EditView from the Layout View drop down list or whatever view you
want to edit. You would select whichever module you chose to add the new label to. For
documentation purposes, we selected Account:Edit/View.

Shortcuts

_& Administration: Edit View Layout

& Select Detail Wiew

& Select Edit iew

&2 Select Grid Yiew

(eI RN Tl coounis Edit i

3. The Edit View Layout screen displays.
4. Click Create

O

Zave Cancel Creste Restors Defaults

[VRE AESE - P

2 Xl 2lE

4 X1+ 2lE

6 TlilH2lm

8 TLLH2IE

il 2 35 < Ea

2 Xl 2lE

4 X1+ 2lE

6 TlilH2lm

Accounts. LE!L_A‘CCOUNT_NAME
Accounts LBL_WEBSITE
Accounts LBL_TICKER_SYMBOL
Accounts LBL_MEMBER_OF
Accounts LBL_EMPLOYEES
Accounts LBL_OWNERSHIP
Accounts LBL_INDUSTRY
Accounts LBL_TYPE

LBL_ASSIGNED_TO

NAME
WEBSITE

[TIcKER _svmed

Change
[EmPLovEES |

OWYNERSHIP

[ -taane ¥ INDUSTRY

None— ¥ |ACCOUNT_TYPE

Change

R 3L FL]

3 2lilH2lE

5 T1dIH 2|

7 xllHelm

9 TLH2E

RN IE 2 - ]

13 HlLlH 2l

15 EIdI+2lm|

17 Bl 2@

Accounts LBL_PHONE

Accounts LAL_FAX

Accounts LBL_OTHER_PHONE

Accounts LAL_EMAIL

Accounts LBL_OTHER_EMAIL_ADDRESS

Accounts LBL_RATING

Accounts LBL_SIC_CODE

Accounts LBL_ANMUAL_REYERUE

Teams LBL_TEAM

2| Help Wiki

Search

*Indicates rec

|PHONE_OFFICE
|PHONE_F X
[PHONE_ALTERNATE
|EMAILY

[Emaiz

[RaTNG

|SIC_CODE

[ARNUAL_REVENUE |

[ chan

NOTE: This looks very similar to the Steps 6-12 in Step C, but this is the Edit View Layout as
opposed to the Detail View Layout.

Revised: 4/19/07
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D. Need to Edit the New Field Layout to add the new label, drop down list,

etc. (Continued):

Detailview Field
5. Select Field Type (i.e. select List Box) Bl
6. Select Data Label from drop down list (i.e. | ListBox o
Customer Status) Data Label( [~ Free Form Data)
7. Select Data Field from drop down list (i.e. [ Accounts Mortgege_Type_c
Customer Status) Dist Fieleh( [~ Free Form Dats)
8. Select List Name. (If your new label is not  [morteace Tvee c
a list box, this selection will not be Data Reauired: [~
V|S|b|e) Ul Reguiredd: [
9. Click Save LEEN e
10. The Screen refreshes and redisplays the ;bmex
Edit View Detail Screen with your field '
added. Refer to above figure. e
11. Click Save again at the Edit View Layout
screen. Refer to Step 14 in Step C. Row Spar:

QS&VE

Cancel

Save [alk]

12. The screen refreshes and displays the module screen with the new label. In the below
image, the list box displays showing the items we added to the new list box in step A.

™~

Save ||
0 EsE
2 (Hl+olg
[ s mesom
& EEH2E
[ sirusiom
[ 10w+

12 a2l

New Mortgage
Type Field
displayed in the
Edit View Layout
screen.

[ 12 Eeeom

16 (144

[ 18 tiuom

[ 20 Eee2m

13.
the Edit Mode.

Revised: 4/19/07

Cancel

Accounts LBL_ACCOUNT_NAME

Accounts LBL_WEBSITE

Accounts LBL_TI

Accounts. LBL_M|

Accounts LBL_EMPLOYEES

Accounts LBL_OWNERSHIP

Accounts LBL_INDUSTRY

Accounts LBL_TYPE

Accounts Morgage_Type T

Artounts Surm_c

Creats ||

L _ASSIGNED_TO

Restore Defautts

E
IWEBSITE
CKER_STYMBOL TicKeR_svied
EMBER_OF | change |
[rLOvEES |
[ownERSHP
[iore—- ¥ INDUSTRY

[-hone- v laccounT TYRE

|| change |

¥ MORTGAGE_TYPE_C
5 |
~djustable

1S

3 ahiHeE

5 [Hldl+HeE

7 HldlHS =

9 Tl Lfkle)E

11 (Xl

13 Thil+eE

15 (Xl dI+em|

17 Hl s

18 Tl il+le)E

21 (Xl

Accounts LBL_PHONE

PHOI
Accounts LBL_FAX PHOI
Accounts LBL_OTHER_PHORME PHOI
Accounts LBL_EMAIL Ema
Accounts LBL_OTHER_EMAIL_ADDRESS BN
Accounts LBL_RATING RaTI
Accounts LBL_SIC_CODE SIC_
Accounts.LBL_ANNUAL_REVEMUE AN
Teams LAL_TEAM
Accounts Mortgage_c WOR

Accounts.Interger_c e

Click Save. (If you fail to click save at this view, your new field will NOT be displayed in
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E. Utilizing the new Label/Field:

NOTE: You need to edit your modules fields in order to utilize the new

label/field.

For documentation purposes, we will select the Accounts Module since this is where we
added our new label/field. You would select the module, within your CRM, where you

added your new label/field.

1.
Accounts Module tab.)
2. Select an Account (or item from module you selected)
3. Click Edit
4. Locate the new label/field
5.
new Mortgage Type drop down list.
6. Click Save.
7.

\ Save Cancel

Account Information

AccountNamer  [House of Plants

Wehsite:
Ticker Symbal:
Member of.
Efnployees:

Owhnership:

Industry Apparel
Analyst

Type:
\ Assigned to: admin

Morgage Type Fized
Sum

73

Address Information|TH=
i 1Special

N T

NOTE: To create a new item, such as an account:

Click on Module tab

Enter all information
Click Save.

PonNpE

Revised: 4/19/07

| diustable

|| Change

Change

ola fua

Click on Create from Shortcuts

Repeat Steps until all items have been updated.

Click the Module tab that contains the new label/field. (In this case, we would click the

Enter the data in the new label/field. In the example we would select an item from the

* Indicates reguired fiskd

Phane: [+1 (813) 234-8631
Fax 813 2389527
Other Phaone: [

Email:

Other Email:

Rating:

SIC Code:

Annual Revenue: |
Team: | Change
Maortgage

Interger

AT T A S o
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