Promero Confidential and Proprietary CRM — Creating Teams

Creating Teams:

a. Create Users:

1. Click Create User from =¥ 8 Users:
ShortCUtS Menu 85 anes ] SRS * krdcales ]

2. Enter User first name relme @] g

3. Enter User last name | B

4. Enter User Name
NOTE: For documentation purposes we entered Agent as first name, Testl as last name
and testl for user name.

b. Identifying Who a User Reports To:

User Settings
Employee Status: | --MNene-- o

1. Scroll down page to User Tite: . ] Office Phane
Settings Departrment: | | @ Mabile:

2. Click Change in Reports To: ReportsTor - [agent Test Supy Shepge Other
setting and Select who this 2
user reports to. We selected il . s RR
Agent Test Supv. o

3. Scroll to top of page. M Type: [hone-- v

4. Click Change Password and M Name
assign user a password. e

Eciit Change Password Cuplicate

5. Click Save. | =%
6. You will be returned to the Users Home Window.
7. Repeat steps a. and b. until you have created all users.

NOTE: We created Agent Test Supv, Agent Testl and Agent Test2 for documentation

purposes

HINT: Itis always recommended that you fill in as much information regarding this
user as possible, for documentation purposes we only filled in the required fields.
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c. Creating Teams and Assigning Users:

Note: You do not need to add supv/manger to team; the system automatically adds them
based on who you assigned them to in above Step b.

1. Click Admin

2. Click Team Management

3. Click Create Team from e e Toams:
Shortcuts menu f ool fe

4. Enter name for new team
in Team Name field. For
documentation purposes,
we entered Holly Team 1.

5. Enter a description for this new team.

6. Click Save.
The Teams window displays showing your new team.

= Holly Team |

For Documentatio Purposes. |

7. Click Users.

& Teams: Hollys Test Team 1 BilPrirt  F|Help wiki

CEct_|[ Duplicate || Delete |

Team Mame: Hollys Test Team 1

Description:  For documentation purposes.

Users
Selep_t__
Hame User Hame Membership Email Phone
8. Check users from list of < Users ‘(@
available users. b SolostOhechod eors || Done |
. F Previous (1. 200 ik
9. Click Select Checked - L
Hame = User Hame
Users. =
10 Repeat Steps_3 | ™ flldcexcOd flldcexc0
thrOUgh 9 Untll yOU \A W AgentTestl test
have added users to all
new
teams.

11. Your new team will be displayed showing users assigned to that team.

NOTE: We only select Agent Testl from the user list in above Step 9, but Supv is also
listed as a user. This is because teams automatically assigns whoever you identify the
user reporting to in the User Management tool.

&2 Teams: Hollys Test Team 1 &I Print 2] Help wiki

Edit || Cuplicste || Delete

Team Mame: Hallys Test Team 1

Description:  For documentation purposes.

Usears
[Soet]
“ Pravious (1-2 of 2) Next
| Hame User Hame Membership Email Phone |
Anent Test] test! Member @ rerm

Supy Supy Test supw Mernber Reports-to
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d. Assigning Teams to Existing Accounts:

1. Click Accounts Tab Module Account Search

§

2. Enter Account Name in

Account Search Window Account Mame: |Holly | city: |
3. Click Search
4. Double click on Account -] Account List

Name | Clear || Cancel

" Previous (1-2 of 2) Mewt "

Account Hame City -
Haolly's Plants .
‘White, Holly Ashehoaro, Morth Carolina
5. Click Edit.
6. Click Change in Team field and select Team from list.
7. Click Save.
@AEJAccounts: Holly's Plants 2| Help wiki
[ save |[ cancel | * Indlizates recuired field
Account Information
sccount Mame®  Holly's Plarts | Phone: :
Website | | Fax: |:|
Ticker Symbol: |:| Other Phone: :
Member of. | |[ change | Email: | |
Employees iil Other Email: | |
Crwvnership: I—| Rating: |
Industry: | cther e SIC Code: |: :|
Type: !_RB_SB]_'_EV b Annual Revenue: | _|
Assigned to: [hsomers || change | Customer Status | -Mone-- (v
Team: ’W| Chanie

NOTE: This account will only be visible to the team it is assigned to.
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e. Assigning Teams to New Accounts:

Click Accounts Tab Module.

Create a new Account in Shortcuts menu.
Enter Account Name.

Click Change and Select Team.

Click Save.

arwpnE

Shortcuts 5 Accounts: Holly's Plants

&) Creste Account
Save Cancel
&) sccourts
Import Account Information
Account Marne:®  [Holly's Plants
Wiebsite:
Ticker Symhbol:
Member of: Change
Employees:

Onvnership:

Industry: :_Talacnmmumcahuns v

Type: |
Assigned to: Efz‘;t..lpv Sup :Fés1 g Change

T |Hallys Test Team 1 || chang

Fhane:

Fax

Other Phone:
Email:

Other Email:
Rating:

SIC Code:
Annual Revenue:

Customer Status | -MNone-- (%

7 Help ki

* Indicstes recuired field

HINT: Itis always recommended that you fill in as much information regarding this
user as possible, for documentation purposes we only filled in the required fields.

NOTE: This account will only be visible to the team it is assigned to.
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