Promero Private and Confidential CRM 1.3 New Enhancements

ProStar CRM 1.3 New Enhancements:
Help:

e Helpis now available from most modules.

Using Help: Click Help
e Cllick on the Module you need to \
WOI’k W|th | S Accounts: Home & Print N Help ki
In this example, we clicked Accounts.
e Click Help.
K
Edit Prirt - Email - Bookimark this page
e A Help screen displays that walks
you through the steps required to Accounts
perform that particular fUnCtion; Uze the Accourts module to create and manage accounts for your organization.

SUCh as Cl’eating/editing an account. The Accounts Home page dizplays the fallovwing information:

m A Search sub-panel where you can enter the account name to search for a specific sccount. To perform
Fro m h ere' yOU can: an advanced search using additionsl fislds, click the Advanced Search tab, To customize and save the
=earch layout and results, click the Saved Search & Layout tab.
m A4 list of existing accourts along with related information such as names and phone numbers.
To view the accourt details| click the name or the View icon adjacert to the user name.
m To edi the accourt details, click the Edit icon adjacent to the user name; atternatively, click Edit onthe detail
page.

1. Click Edit to change make
changes to the help text.

Cau'[i on needs to be taken SO = To update or delete muttiple accounts, select them from the list, and use the Mazs Update sub-panel.
not change requir
y?u dO ot cha ge equ ed A Shortcuts section that displays the following options:
steps.
. . . m Create Account. Click this option to create a new account.

2 . CI IC k Prl nt to prlnt the Help m Accounts. Click this option to navigate back to the Accourts Home page from an sccount's detsil page.

Screen to |0ca| pr|nter_ ®m Account Reports. Click this option to view an existing report on your accounts, or to creste & new repart,
3 CI | Ck Em all tO email thlS page ®m |mport. Click this option to import contact information from an external application or file.

tO anOther user. A Mewy Account guick form that you can uze to create an account with only the required fields. “'ou can enter
4. ClICk Bookmark to add thlS additional detailz after you save the account.

page to your Browser favorites.

Import/Export:

The Import / Export feature applies to the core modules. You can import an XML Spreadsheet,
raw XML and Comma Delimited files. You can also import an entire SugarCRM database. The
Import feature was designed to allow default values for any field not part of the import data.

e You can import files directly into = impert 2]t
the CRM from any of the below mport ows | [ Freview Cancel * Inclicates resuired fieh
formats: [1. Setect the Source || 2 Spesify Defauts | | 3. Upload Export File | [ 4 Man Fields | [ 5 Resuls

What is the data source?

v Excel Workbook (2003 or  ExcelWorkbook (2003 or later) Name: save
|atel‘) " Excel ¥ML Spreadsheet
© ML
4 EXCG| XM L " Balesforce com
© Actl 2005
v XM L © custorn Cormma Delimited File
v Salesforce.com € Custom Tah Delimited File
v Act 2005  Custom Delimited File
v Custom Comma Delimited My Saved Sources:
File =
v Custom Tab Delimited File

<

Custom Delimited File
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Import (Continued):

« Import is available from the several modules within the CRM. Some are those modules are
listed below. You need to be aware that some fields are required in order to have a

successful import.

v Accounts

Required field: Account Name (Company name) must be filled in completely on file to

import.

v Contacts

Required field: Last Name on file to import must be filled in completely on file to import.

v Opportunities

Required Fields: Opportunity Name and Account Name (Company Name) must be filled
in completely on file to import.

To Import afile:

NOTE: Your file to be imported MUST be easily accessible.

These directions are for
importing a file to Accounts.
You would follow these same
procedures for importing to
Contacts, Opportunities and
other modules.

1. Select Module in CRM for
import.

2. Click Import from
Shortcuts.

3. Enter a Name in the Name
field for your import. (For
documentation purposes,
we entered Test.)

HImpeort

Import Mo Preview Cance|

1. Select the Source 2. Specify Detfaults 3. Upload Export File

What is the data source?

@ EucelWorkhook (2003 or later)
O Excel =ML Spreadshest

O ML

" Zalesforce tom

O actl 2005

" Custorn Comma Delimited File
" Gustorn Tah Delimited File

" Custom Delimited File

My Saved Sources:

Hame

Hame: [Test]

2 |Help

* Indicates required fislc

4. Map Fields 5. Resutts

Save

Enter Import Name
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To Import a file (Continued):

&l Import 2/ Helk
[mpertiiow ][ Prevew [ Gancel | " Iicates regurer
4. Double Click Name from My | setectthe source | | 2 Soecify befauts | | 3. Uploee Export e | | 4 Map Fikis || 5 Resuits |
Saved Sources (this is the | wmat is the ata source?
name you identified in above & ExcelWorkhook (2003 of later) Narme: |[Lse= ]
ste ) © Eycel ¥hL Spreadshest
p ) R

5. Leave Header checked if your € Balesforce.com
file contains headers. # il
" Custom Comma Delimited File
" Custorn Tab Delimited File
" Custor Delimited Fil

My Saved Sources:

;hame/‘ Select New Name
| Test = del

A Excel spreadsheet can only be import ifitis on the first warksheet and must start at cell A1,

Selectfile. *

6. Click Browse. 1 [Bowss. || Leed | 4— Click Browse

Has Header: @

7. Select the file to import.

8. Click Open in the Chose File Look i [ [ Deskiop =l & 8-

Window. N %__‘My Docurnents @Microsoft Office Qutlook 2003
L\.ﬁ —} My Computer @Microsoft Cffice PowerPoint 2003
MyRecent | W3My Network Places [l Microsaft Cffice Praject 2003
el Ed adobe Acrobat 6.0 Professional i Microsoft Office Yisio 2003
P_’T_r_ é-";'u‘ Adobe Photoshop Album Starter Edition 3.0 EMicrosoFt Office Word 2003
- g Adobe Reader 5 Eley Documents
Deskiop B adberdran_en_LUs B autlaakn703zs
) agree to Terms and Canditions b aontacks

i%’]Data Fields_Resource @psaSDse_en_us
Ingons Dbase @‘}rsd_aboutjromero_in
i%I.E]Dons Dhase_test @rsd_sales;urocess_inde
@_.Jlmport_Test_S_ZS @Jrsd_terms_account_index
) Intermet

My Computer lﬂMichsoft Office Access 2003 Select File.
@Micmsoft Office Excel 2003 Click op en

@ = w—
3 4
My Metwork File name: |Dut|00k_E0ntacts_T est j Open |

&

My Documents

Flaces
Files of type: |AII Files %] _:J Cancel
E Import 2IHelp
[ importiow || Preview ][ cancel | * Indicates requirsd fild

9. Click Upload.

1. Select the Saurce | | 2. Specify Defaults | | 3. Upload Export File | | 4 Man Fields | | 5. Resuls

An Excel spreadsheet can only be impartifitis on the firstwaorksheet and must start at cell A1

Selectfle:™
[CADocumants and Settingsthsomers\CeskiopiDans Dbase_test xis || Browse.. || Uplbsd | <4— Click U p load
Has Header. &
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To Import a file (Continued):

<o ot map tris Tk — ~
anramate Phone
areunl Reverus

Assigewnd Lser B

Sy Auddress Cly

Siling Auddress Courlry

10. You need to Map the fields
from your file to the fields in the
CRM

Click down arrow in Database
Field and select name that best
matches the name in Header

Row.

iy e Pustel Code
ing Andress Sebe
g Adress Snsel

11.

Note: For Company, we
mapped it to Name.

12. Continue mappings until all 5% e ki
fields are mapped. ~osrmppa e
NOTE: If the CRM does not B

have a field matching your field,

select Do not map this field. s
& Import

13. Click Import Now

T~

Imipaart Pos

14.

2% e-Jd 3

TR OP S A2 LA F b ac e U s ~ B LAE. - 3t

My Accourt | Employees | Adein | Logoud | Aboud

Calender | Activities | Comtacts | Accounts | Bug Tracker | Emalls | Dashbo:

Swarch Go

¥/ Helg
* indicnira remend T

3 Upkoed Fxpont Fi | | 4. Mapa Fombibe | | 5 Reciuds
*indicniea reored e
I your Impont fle that should be mported i esch fleld in the srstern. When you are finished, ¢lickimpert Now.

Haadler Row How 1 Fow 2
Company Emaronmental Protection Commizsion Dol & Mut
Dusinezs Foger P, Slewart Center 362% Gueen Palm Or
Street
Buginezs City  Tampa
Dusinezs State  FL
Business 336191309
Postsl Cage
United States of Amenca

+1 (R13) B26-B042

1) 272600 13

Previesy || Cancel

A Success screen is displayed showing your new import when import is completed display

the number of records successfully imported and, if any, the number that failed..

NOTE: If Success
message shows failures,
none of your records were
imported. You must fix the
problem and do another
import.

E Import
[ |I’I:IVDDV17NUW - Erer\{ierw

Success:
255 Succesfully mported
0 Failed Import

Use transaction across all records: [

Last Imported

Row — Row Status — 1D

Possible errors could be:

e Account Import: Rows
containing blank

4—

Company name

Oectaefd-fela-

| Cancel |

| 1. Select the Source 2. Specify Defaults | 3. Upload Export File 4. Map Fields | | 4. Results

Success Message shows 0
Failed Import

Type Industry — Assigned User ID — Hame Billing Address Street — Billing Address City

0013d6f0-2d38- Ervironmental Roger P. Stewart

. 4fd3-b05e- Analyst Apparel  0OedS-0000- Frotection Center 3629 Queen Tampa
(Account) in up|0aded 03ealBTeshEE 0000bccN87  Commission  Palm Dr
file.
e« Contact Import: Ross
anr:’::']aelr::‘?lgj blloaandkelaafﬁte 7 ggggfﬁ{. Analyst Apparel gg“dgjjﬂﬁﬂfgﬂz—ﬂar Bolt & Nut
p : St 0000bccN80T
241347936ac9
e« Opportunity Import: Rows containing blank Opportunity Name and Account Name in
uploaded file.
April 2007 Page 4 of 10

Bi



Promero

Private and Confidential CRM 1.3 New Enhancements

Import and Linking Modules:

1. If you need to associate multiple records together such as linking Contacts to Accounts, you
need to use GUIDs. (http://en.wikipedia.org/wiki/GUID)

2. Since the use of GUID’s requires some technical background, Promero may assist with these

imports.

3. When importing records together, you need to follow certain rules in order for us to link them
together properly:

e You need to provide all mapping information. The mapping information we need is as

follows:

v To import into Contacts, there MUST be no blanks in the last name in your file.
v To import to Accounts, the account name or company name MUST contain no blank

fields.

v To import to Opportunities, there MUST be no blanks in the Opportunity Name and
Account Name (Company Name) in your file.

All of the above fields are required fields in the CRM. To ensure you have all the
required information contained within your file, review the Module within the CRM to
ensure all required fields are identified and complete in your file. For example, look at the
Account Screen in the CRM to ensure your file contains similar fields. Below is an
example of how the mapping should match from your file to the CRM.

d

Business Street in
your file maps to
Billing Address
Street

in CRM

If you are unsure of
a mapping, check
the module (such
as the Account tab)
in the CRM.

Where your file
does not contain a
matching field in

CRM Fields importing to Accounts

Fields in your File

the CRM, leave it to
Do not map this
field.

!

Database Field
C_:ompany in your e
file maps to -
Name in CRM \ Biling Address Strest

Billing Address City

,Billing Address State

Billing Address Postal Code
Billing Address Courtry

-- Do not map this field -

Phone Office

-- Do nict map this field -

-- Do nict map this figld -
-- Do not-map.ihis fiéici =
[ Do not map this fietd -
-- Do not map this field -

- Do ot map this field

/\

Header Row Row 1 Row 2
Company Ervironmental Protection Commission Bolt & Mut
Business Roger P. Stewart Center 36289 Queen Palm Dr.

Strest

Business City Tampa
Business State  FL

Business 336149-1308
Postal Code

Business United States of Ametica
Country

Business Fax (813} B27-2620 +1 (813) B26-8942

Business (813) 627-2600 A
Phane

Mobile Fhone
Other Fax
Other Phone
Fager

Prirmary Phone
Radio Phone

TTTDD
Phane
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Export

e You can export files from the CRM to
such formats as:

&) Accounts: Home

Account Search

Account Name:

Excel XML Spreadsheet

XML

Custom Comma Delimited File
Custom tab Delimited

Only my fterms: [~

Account List

CLRR

Account Hame ~
™ AA CasevCo.

e Export is available from the most Modules.

To Export from the CRM:

1. Select the Module you want to export (i.e.; Accounts)

Entire List

2. Click Export

|| Excel XML Spreadshest

3. A File Download window display.

4. Click Open. (Recommend you open the file
prior to saving to ensure it is what you want)

Caution: Look at the type in the File
Download window to ensure the file will not
cause system problems due to its size.

File Download

Do you want to open or save thiz file?

v

BIPrint [T/ Help Wik

City: Wehsite Phione:

Search | [Clear
¥ Advanced

Entire List

City
Tarmna. FL

¥ Expart

CAUTION: Check
size of file once it
is downloaded.

MName: Accounts.xlb
Type: Microsoft Excel Workshest, 7.64 KB
From:  www.prostarcrm, com

\ [ Open ] [ Save ] [ Cancel |

‘while filez from the Intemet can be ugeful, some files can potentially
harm your computer. If you do not st the source, do not open or
save this file. What's the rigk?

5. The downloaded Accounts displays in the format you selected. For documentation

purposes, we chose Excel XML Spreadsheet format.

CRM Accounts Imported into Excel

A | B | 6 I U | E

| | | H | | | g

id Iname phone_office  phone
FESOBG0F-091A-4COE-9E84-3CA235F8C4F0  House of Plants 954-935-8800 954-935-8300

LAJ|I\J s

phone_fax phone_alte website

emaill email2
jsullivani@yahoo.com

annual_

6. Recommend that you delete column A (ID), as this column is system generated and used

only for tracking purposes within the CRM.

7. Within Excel, Click File and Save As to save the file to your local drive.
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Teams:

Team Management applies to almost all the modules. You can now control who sees what at a
record level. You can limit users to view certain information and avoid exposing all information to
them.

Creating Teams:

a. Create Users:

1. Click Create User from  Z=¥® Bl
Shortcuts Menu 55 = Save Cancel * nhcates - |

Enter User first name e -

2.
3. Enter User last name Btats s 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 Tile: . _ @ Office Phane
Settings Depatrnent: | | Mobile:

2. Click Change in Reports To: ReportsTor - [agent Test Supy Shepge Other
setting and Select who this Fax
user reports to. We selected Pl . HATERRE
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

Ediit Change Password Duplicate

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.

Click Admin

Click Team Management

Click Create Team from e e Teams:

Shortcuts menu g _cross T :

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.

wnN e

= Holy Team |

For Documentatio Purposes. |

7. Click Users.

#8 Teams: Hollys Test Team 1 Bl Print 7] Help viki

CEdit || Duplicate || Delste |

Team Mame: Hallys 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. [ selectCheckedUsers [ Done | _ _
9. Click Select Checked Users. _ " Pravious (1-20 of62) Nexth
10. Repeat steps 3 through 9 - Hame = ser Hame
until you have added .
users to a” new teams [ flldcexcO flldzexc0
11. Your new team will be W B unntTesy tostt

displayed showing users assigned to that team.
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c. Creating Teams and Assigning Users:

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 &l Print %] Help wiki

Edt || Cuplicate || Delete |

Team Mame: Hollys Test Team 1

Description:  For documentation purposes.

Users
Select
B ous (1-2 0f2) Nest™ |
Hame Uszer Hame Membership Email Phone
Anent Testl test Member & rem
Supy Supy Test supy Member Reports-to |
d. Assigning Teams to Existing Accounts: @
1. Click Accounts Tab Module - account Search x
2. Enter Account Name in
Account Search Window Account Mame: [Holly | oty |
3. Click Search : :
4. Double click on Account Account List
Name Clear || Cancel
. Pravious (1-2of2) Next
Account Hame = City
Holly's Plants \
Wyhite, Holly Asheharo, Morth Caralina
5. Click Edit.
6. Click Change in Team field and select Team from list.
7. Click Save.
G>\AEJAccounts: Holly's Plants 2| Help wiki
| _S_.a)re | C‘:a_nce_l | * Indicates required figld
Account Infurmationl
Account Mame*  Holy's Plants Phone:
Wehsite: . | Fax
Ticker Symhol: | Cther Phone:
Wember of [ .._.Change | Email:
Employees: | Cther Email:
Cwnership: _' Rating:
Industry: io*her | SIC Code:
Type: iRESE"_?f Annual Revenue:
Assigned to: :h_SQm_B_T_S_ Customer Status i’jf*‘_?”_e_" ]
Tearn Holys Test Team 1|

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

1. Click Accounts Tab Module.
2. Create a new Account in Shortcuts menu.
3. Enter Account Name.
4. Click Change and Select Team.
5. Click Save.
Shortcuts | & Accounts: Holly's Plants 2| Help Wik
B Create Accourt _— o
&) Accounts S8 s | EENCE) Inclicates recuired field
Import Account Information
" AccountMame  [Holy's Plants Fhone:
Wehsite: | | Fan
Ticker Symbol: | i COther Phone:
Mermber af: | || Shengs Email:
Employees: | ather Email:
Crinership: | Rating:
Industry; | Telecommunications: b SIC Code:
Type: -_ Annual Revenue:
Assigned to: |Supy Supv Test Change Customer Status | -—hone— v
T [Hallys Test Team 1 || chang

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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