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1. System Overview

BluWave
feorvwane

' w y
Search Select v - i, Michelle »:
— - 0-C

Quick Create~ Home Activitiesv Leads™ Contacts» Companies™ Opportunitiess Reports™~ System Setup™ Financials> List Managerv

At the top of the screen, the Menu bar will always be visible to the user. Clicking on each Menu will show a
list of options/pages the user can go to.

Home

Activities

Leads

Contacts

Companies

Opportunities

Reports

System Setup

The Home menu gives the user quick access to Appointments, Tasks, Recent
Opportunities, New Leads, Recent Companies, and the Sales Pipeline.

This menu give you access to: Home, Edit My Profile, Sales Performance and Active
Pipeline pages.

The Activities menu is used for diary management. It allows you to add, view, or edit
your appointments and tasks. Follow ups with prospects and customers are driven
through this process.

This menu give you access to: Diary Planner, To Do List, Add New Activity, Send Email,
Add New Cycle & Cycle Planner pages.

The Leads page is used for loading and editing Leads that have not yet been qualified.
Once contact is made with the leads, they can be converted to Companies (Prospects).
Leads is designed to receive leads automatically from your website. To see how to do
this see the Leads Web Service section in the Learning Centre on the BluWave website
for more information.

If you receive a qualified Lead (prospect) you can skip this process and load the
prospect directly under companies.

This menu give you access to: View and Add New Lead pages

The Contacts menu allows you to view, add and edit contact people at a company.
Specific information relating to a contact can be entered here, e.g Email address. NB!
All contacts are linked to a company, a company name will be requested in order to
add a contact person. You can also add contact people from the Companies Tab.

This page will only show the contacts entered for Companies only and not for Leads.
This menu give you access to: View and Add New Contact pages

The Companies menu is used to display and edit all relationship information about a
client. From this page, you can view and edit a company’s contact list, history of
activities, scheduled activities, and sales opportunities. Both Prospects (potential
customers) and Customers can be seen here.

This menu give you access to: View, Add New Company, Contract Pricing, Group
Pricing, View cycles, Price List pages

The Opportunities page displays all active and inactive deals and allows you to view,
add and edit potential sales. Each opportunity has a potential value, probability
percentage, and expected order date. An opportunity requires a company and a
contact person. The user can edit their opportunities on this page, update the sales
status, filter, and sort any field in ascending or descending order.

We have also added in a convenient Kanban view to move around the opportunities in
the sales process.

This menu give you access to: View, Add New Opportunity, Kanban view and Add New
Quote pages.

The Reports page allows the user to access all the reports available in system. The
reports are subjects to the user’s roles and can be saved to a PDF file.

This menu give you access to: CRM and Service Reports and Push Reports Setup pages.
The system setup page is used to edit and configure drop down lists to suit business
requirements.
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2. Home Menu

There are 4 pages accessible from the Home Menu: Home, Edit My Profile, Sales Performance and Active
Pipeline.

2.1 Home Page
The Home page allows the user to view appointments, tasks, and opportunities. The user can also view
recently added companies and a graphic display of their Month-to-date Performance and Sales Ranking.

T

BluWave Search... Select v 0_@
SOFTWARE e S
[ NEW RELEASE - — ~—
NEW RELEASE B
Quick Create~ Home Activities~ Leads Contacts~ Companies™ Opportunities> Reports~ System Setup>~ Financials~ List Manager-

@ Appointments for Tasks for @ MTD Performance

08:00 1000 Gladyce Adams&Adams Presentation Amy Printex Expo Present Proposal

0%

Quoted
0%
Seld

0%

Go to Diary Planner I To Do List l [ Go to Diary Planner To Do List

‘ 0 Hot Opportunities @® ‘ Recent Leads ‘ G Sales Ranking

Hooligan Halo's Adventures Peter Snyman  Active Lead Name Score
@ Michelle Bester 0.00

Imperial Logistics Printers- - Office Use 1005

New Printers

Spar

Printex Expo Vinyl Printing 1001 T

Kuda Wrapping New Printers

Big 5 Guards New Printers

Chet

Go to Opportunities

New Printers

Goto Leads

*I') Recent Companies

Quote Approvals Required @Actual vs Budget

Printer Planet Imperial Logistics 1005  Michelle Bester O

Month to Date

0%

Year to Date

0%

Adams&Adams Special Moments 1002  Daniel Kane O

Embassy of China

Random Comp

SABS

Sunset Hill

Data Uploads

Unitas Hospital

Embassy of Japan

Last Invoice Date:

Last Product Update

Grindrod Bank

Go to Companies

Go to Approvals
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The Home page now includes a few additional panels:

% The Sales Ranking panel shows the ranking of the users in the same
Sales Ranking branch based on their achievements against their targets for:
Name Score s egs
_ ) Completed Face-to-Face Activities
Michaela Newey 23.25

Q e  Quoted Values

& Dylan Cooke-Tonnesen 17 00 L4 Sold Quotes Values

e Angela Henson 0.00 This will be based on their targets and priority percentages set up on

each user’s profiles.
n Alistair Barker 0.00
\ y If these have not been set up, their score will show as 0.00.
Example of the Monthly Target section with the priority % Nmmms ortority %
on the User Profile page: Target Quoted Value [ 1000000 | %
Target Sales Value | 200000 | %
Each of the abovementioned KPI's would need a % of P Value (360000 i
priority assigned to it (all 3 should equal a 100%) which s o Unit 00 |
(] s
will then determine the users Sales Ranking score.
Mo of Face-to-Face Visits 10 | %
Priority Total = 100 %

This can only be done by a System Admin.

For a quick overview of targets reached, we have also added the MTD (Month to Date) Performance panel.

| @ MTD Performance

This panel shows the percentage of the target reached by
the user as set up in the user’s profile:

1)
80 % . % of face-to-face activities that were completed
. % of Target Quoted Value reached
60 % . % of Target Sales Value reached (based on closing
sold an opportunity/quote- not from invoice lines imported)
64 %
- Hot Opportunities
Thornwall Associates Office Stationary 1949
The Hot Opportunities panel will show a ranked list of New Horizons Vinyl Wrap Printing 1948
opportunities logged by the user. This list is ranked by Jeffersonian Large Volume Printing 1950
hottest status and then Value Apricot Tree Hard Cover Books- A4 1940
TransferMarcketFC Standard- 4%4 1939
TransferMarcketFC Standard- 4%4 1938
Smith & Associates Quoted Products 1937 -
| G0 to Opportunities |
The Actual vs Budget panel will show the % of the budget the
@ Actual vs Budget g. P . ° &
user has reached with their sales.
Month to Date Year to Date
This will only populate if the user has a budget figured
1 38% 47% associated with their rep code and BluWave is integrated with
~ | anaccounting package.
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2.1.1 Search, Quick Create & Calendar

The Search Field search.. - Select -
allows the user to Select

search throughout the Account Number
system, by clicking on
the dropdown, and
selecting where they
would like to search.

- Contacts™ Companies™ Opportunities™~ Jobs Assets™ Re

Companies I
Contacts

Jobs by Ty| | cocs

Name of Opportunity

Opportunities by Company
Quote/Opp No.

The system also allows for a wildcard (%) in the search fields. This will search for a string of characters

n u

anywhere in the selection, for example “%con” will return “construction”, “consolidated” and
“teleconference”

BluWave The Quick Create menu on the left of the Home page acts as a short cut to
SOEFWRATRIE navigate to relevant screens within the system to create (for example) a new
appointment, task company, lead, or opportunity.

Quick Create~ Hg
Appointment
Task
Company
Contact
Lead
Opportunity
Quote

Send Email

Cycle
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2.2 Edit User Profile

This page allows the user to access their personal details and allows them to change their passwords and
add their HTML signature for emails. This page is accessed from either the Edit My Profile sub tab on the
home tab or from the User Profile link on the top right of the page.

On this page, the user can specify if they want to activate Google Mapping on face-to-face activities; the
user also has the option to default the company on new activities to their closest client; and whether they
want the system to post appointments to their Email calendar. Specify whether the user is using a local
calendar e.g. Outlook or a web-based calendar e.g. Gmail by selecting the appropriate radio button.

Enter the relevant Email Settings, Username and Password on this page to allow sending of emails from
BluWave CRM. (Note: Remember to update regularly in order to ensure that BluWave will be able to send
emails and post appointments to their calendar)

Only a System Administrator can change the following:
e Roles- Indicates the access levels of users.
e Branch- Indicates the branch the salesperson is in within the company.
e Active- The Administrator can use this check box to deactivate log ins for users who have left the
company.
e Monthly Targets- Indicates the monthly revenue target set for the sales representative.

Edit User Details and Roles

Full Name Michelle Bester User Name michelle@pplansi co za
Branch Johannesburg v Date Capiured 22/09/2023 09:11:33
Sub-BranchDivision: | ~|  ResCede

D [CEO ] | HTML signature |
Telephone +27 625 508 001 6
cel +27 74 582 5472 T
Email michelle@pplanet.co.za ‘E‘ H
Monthiy Targets o of Quotes Priority % Start and End GIS Location
Target Quoted Valus 1000000 % Use Cunent Location || Select From Map_|
Target Sales Value 800000 % Rate Per Km
GP Value 200000 Rale Per Hour.
No of Units
No of Face-to-Face Visis %
Priority Total =

Approval Manager Michelle Bester v

Do you want to copy your active opportunities to the current month?

Do all Quotes from this user Require Approval?

Track Geo Location of Activities?

Default New Activity Company to the nearest Company based on Geo location?

Do you want BluWaveCRM to book appointments info your email calendar?

Allow access to Bluwave Service Manager? O

Mobile Technician - Can receive Mobile Job Cards

Tum on Quote Read Receipt?

Please select which email clienticalendar you are using? @smTrPoP3 (Ical) OGmail CExchange CMicrosoft Office 365
Email SMTP Settings : (The SMTP settings are used when sending emails from BluWave CRM)
SMTP SMTP User Name michelle@pplanet co.za
Secure Connection (SSL) SMTP Password
SMTP Port

Roles  user Ewanager Eexecutive Esystemadmin Edsewp Eust Bop Eapproval Eciaim Leass Esenvice Admin
[Cproduct Manager [_IRestricted User [ _Restricled Manager [_IRestrict Pricelist  [_IRestrict Financial Reports

[ update Details | [ updateanew | [ cancel
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The user must set their default location (work/home address) on their profile- this will calculate from
where they are leaving to go to appointments most often, for travel claim purposes. Click on the Use

Current Location button or the Select From Map button in the users’ profile.

Edit User Details and Roles
Sranch Date Captured
Sub-Branch/Division Rep Code
D [529) ] [ KL signature |
Tephone A
Cell T
Emai w
Nu of Quotes Priority % Start and End GIS Localion
Target Quoted Valug % [ use current Location || select FromMap |
Target Sales Valus % —T T 2
P Value Rate Per Hour

To check which (or if) location has been set, click on the Select From Map button in the users’ profile to

view the map. The selected location will be indicated by a red pin.

Michelle Snyders

Select location from map below

Latitude |-25.860767364502 Longitude |28 1478404998779 | Save This Location | | Cancel |
m ™ MONTANAPARK u
H IEIE rA
Map Satellite [ Rao | | 145 ] EERSTERUST m"‘" 4
[Rs14) [R5 14] [Rss| g Mm@ '
{SVILLE m MA
[ 122 | [ R104]
eespoort = %‘Eﬂ-—l%pgf Pretoria
g @ oA E%m [ M6 | LSE] Silver Lakes E.EI
B ATTERIDGEVILLE o @ Golf Estate
= o LAUDIUM MENLYN Lombardy
mo 5 (55 | mm (1130 J O Estate
stroom ~ EE3
[R511] 10 ] [ 145 |
(10 2 m A MORELETA PARK
DIE HOEWES )
Centurion WIERDAPARK hads
1]
Maz IRENE Grootfontein -
k512 (R114] ROOIHUISKRAAL Country Estates Tlerpc
4]
50
Basl
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3. Companies
3.1 View Companies

To view the companies loaded in your database, click on the Companies menu, and then the View
Companies option.

Use the View Companies page to:
e Search for the company name to view the details of the client.
e Add new clients to the database.

This page allows the user to see all loaded companies (depending on what security roles are applied to the
user’s profile).

Search for a specific company by using:
1. The Search Field at the top of the page and selecting the “Companies” option from the Select
dropdown menu.
2. The Filter dropdown menu.
3. Typingin the Search fields at the top of the columns in the grid.
4. The Create Filter link at the bottom of the table.

The user can also sort each of the columns by clicking on the column heading or clear the filter by clicking
— on the Clear Filter link in the far left-hand of the grid.

‘-!ﬂ,@:’."‘ﬁ‘ﬁ‘? Search Select v @ Hi, Michelle r: '0 00

Quick Create~ Home Activities~ Leads Contacts~ Companies~ Opportunities~ Jobs~ Assets'~ Reports~ System Setup~ Financials*~ List Manager-

0 View Companies Filtet All Companies v
Add New
ame & AccNo  Cat  Sales Person Type Indusiry Area Created Branch Source Group Status Currency Payment Terms| Price Facior | Price List Websile

1024 c Michelle Bester Gold Security JHB Eastem Suburbs 221092023 Johannesburg Website Aciive Customt Rands 11

= 2346 C  Daniel Kane Platinum JHB Northem Suburos 2210912023 Durban Google AD Wo Active Custome Ranas 11

P Hallie Moore 2210912023 Kwa - Zulu Nat Rands 11

P Michelle Bester Hot Chemicals 2210912023 Johannesburg Phone in Rands 11

P DanielKane warm Toursm JHB Midrana 22092025 Durban enone in Quote Stage  Ranas 11

P Hallie Moare Hot JHB Northem Suburbs 221092023 Kwa - Zulu Nat Cold Call First Demonstr Rands 11

2323 C Michelle Bester Platinum JHB South-Easiem 220912023 Johannesburg Referral Aclive Customi Rands 11

1007 C  Danieikane Slatinum Electronics JHB Southem Suburbs 221092023 Durban Exnibiion Actve Custom: Ranas 11

1007 c Daniel Kane Platinum Electronics JHB Southem Suburbs 221092023 Durban Exhibition Active Customd Rands 11

P Michelle Bester 220092023 Johannesburg Rands 11

F  Daniel Kane Hot Retail JHB Westem Subuibs 221092023  Durban Networking | Spar verbal Order | Rands 11

P Hallie Moore Warm PTA Ceniunon 221092023 Kwa - Zulu Nat Walk in Quote Stage  Rands 11

P Michelle Bester Hot 221092023 Johannesburg Website Sold Rands 11

1036 C  Daniel Kane Platinum JHB Eastem Subutbs | 221092023 Durban Phone in Aciive Customi Rands 11

P Halie Moore Hot JHB Eastem Subuibs | 2210902023 Kwa - Zulu Nat Website Rands 1

Page size: (50 [~ Page 10f 1 (15 ems) | [1]
 Create Filler 4
s

Clicking on the Company name will take the user to the Edit Company page for that specific company.

Revision Date: 30/09/2023 BluWave CRM- Training Manual Page 12 of 91
Revision No: SM0018.10



BluWave CRM Training

©BluWave Software (Pty) Ltd

3.2 Adding a Company

0 View Companies Filte All Companies -

Add New

Company NaPR & AccMo  Cat  Sales Person Type Industry Area Created Branch Source Group Status Currency Payment Terms| Price Factor | Price List Website

024 € Michelie Bester Gold Security JHB Eastem Suburbs 221092023 Johannesburg Website Active Customi Rands 11
sofware | 2N C  Daniel Kane Platinum JHB Norther Suburbs 2210972023 Durban Google AD Wo Active Custome Rands 11

Click on the Add New button to create a new company (prospect/customer) on the system.

Alternatively, a company can be added by using the Quick Create dropdown on the left side of the screen.

@ Add Company ‘ Save ‘ | Save & New | ‘ Cancel |
Company Name® Account Number Opened 06/11/2023 Notes
Sales Staff Michelle Bester " Tax Number
Category Prospect - Website
Type v Estimated Budget 0
pa
State £
M Company Size 0 “
Source "
Financial Year End yyyymmidd )
Area v
Printer Types v
Grou|
P v Printing Range o
Industry
& M Advertising -
’ Workflow
Payment Terms 30 Days from Invoice v
Company
PriceList v | Price Factor | q Registration
Currency To Quote Rands v OaQuote incl VAT?
| save | | save & New | | Cancel

On this page the user will be required to fill in the following information:
e Company Name
e Category — Prospect; Customer; or Supplier
e Type & State — Both of which are dependent on the category chosen
e Source — Where did you get the company’s information

e Industry — Of the client

e Area— Geographical location of the client

o Payment Terms, Currency to Quote, Quote incl. VAT, Price Factor, Pricelist (for quoting purposes)
e Account Number - Only if they are a debtor in your accounting package.

e Group — Refers to a Holding/ Parent Company

o Website — Of the client

e Tax Number — The clients vat/tax number

e User-defined fields — 2 numeric fields, 1 date, 3 dropdowns, 2 alpha-numeric fields. (These would
only need to be populated if the system has been setup to utilize these fields)

e Notes — This field can be used for additional information on the company.

Click on the Save or Save & New button when done.
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3.3 Edit the Company Details

Once the user has saved the company, they will be directed to the Edit Company page.

Edit Company | Update | [ Ext |
| New Note ‘ ‘ Financials Use Gurrent Location ‘ Select Location From Map ‘
Company Name Printer Planet Account Number Opened 06/11/2023
YA SAND FOURWAYS
Tax Number 5
Sales Staff  ichelle Bester v 123456789 e
Category Supplier v Website www_printerplanet.co.za “ |
N\cu\'\m;’yunamno
Estimated Budget ORTHRIDING
Type - g 1000000 OLIVEOALD
pa BRYANSTON
State
Active Customer v company Size 50
Source Walk in v Google Map data 2023 AfIGIS (Pty) Ltd
Financial Year yyyy/mmidd ] Notes
Area PTA Centurion v End
Group FNE - Printer Types Ink-jet v
Industry Retail ~  Printing Range Office Use v
Payment Terms 30 pays from Invoice v Advertising  printing v
Workilow
PriceList Retail + Price Factor 4 =
Company  123.456-789/78
Currency Rands +~ [ Quote incl VAT? Registration
To Quote
G Contacts ~ E]
Scheduled Activities ~ D
Completed Activities Exclude bulk mail activities D
Cycles ~ D
Opportunities New Quote E]
Current Products \ Active v‘ v D
Jobs ‘ Open v‘ ~ E]
0 Document Management 4

0 Workflow N

>

Company details can be updated at any time by making changes and clicking on the Update button to save
these changes.

By using the panels below the company details on this page, the user will be able to add and view all:

e Contacts e Current Products

e Cycles e Jobs

e Activities e Documents

e Opportunities e  Workflows related to the company

Note: The map on the right-hand side will only appear after a contact has been added to the company (with
a physical address) and Google Maps registers the address.

Alternatively, if the user is already at the Companies’ premises, clicking on the Use Current Location button
at the top of the page will save the user’s current GPS co-ordinates. The user could also use the Select
Location From Map button to add an address to the Company page. This will not add or update the
physical address of any of the Contacts associated with that company.
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3.4 Add/ Edit Contacts

Contacts can be added from the View Companies page, Quick Create dropdown, or Add New Contact link
under the Contacts menu.

From the Edit Company page:
e Expand the Contact list by clicking on the down arrow on the green Contacts panel
e Click on the New link to add a new contact
e Click on the Contact Name to open the Edit Contact page.

Contacts without an email address will not be available for meeting invitations or email filing.

7
() Ecit contact
Company”  Printer Planet Telephone 427 11 462 6871
Title Mrs Initials Fax
FirstName™  pichelle CellPhone | +27 847852164
Surname* Bester Email michelle@pplanet.co.za
Designation Sales Executive Unsubscribe [
Category Influencer . Date unsubscribed and by whom
Secretary Annie Notes The client will never see these notes
Birthday 01/11 Birthday Email? @
Notes here will not be
visible to clients or on
Physical Address Postal Address reports.
Update Company Location from Address Building / Cffice i

GPS Coordinates -26.0561716 279948431 Park

Box / Street No &

Building / Office Name
Park
Suburb
Street No & Name 18 Curzen Road
Code
Suburb Bryanston
Country South Africa v
Code 2191
Country South Africa v
Contact Profile
Category A Keyword A
Future Product Inferest Printers
Future Product Inferest Toner
Personal Interests Fishing
Personal Interests Golf
Page 10f 1 (4 items) Mm Page size: |50
Date Created : 2023-11-06 14:26 Last Updated : 2023-11-06 00:00 Updated By : Michelle Bester

Besides the contact’s basic details, the following information can also be added:
e Designation — The contact’s job title
e (Category — Can be used to note where in the company the contact fits in. This can also be used to
narrow down the contact database to a specific audience for newsletters.
e Secretary — The contacts gatekeeper/administrator.
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Notes made on the Add/ Edit Contacts page will not appear on any reports.

Please note that with the new release the Physical Address should now be typed on the left-hand side of
the page and the Postal Address should be type on the right-hand side of the page.

If there is more than one contact listed under the company and they have different addresses, the user can
choose which contact’s address should appear as the main address on the Edit Company page (map) by
clicking on the Update Company Location from Address button. The map on the Edit Company page would
then be changed to this address.

At the bottom of the Edit Contact page the creation and last updated date as well as who made the update
will show.

After making changes click on the Update button.
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3.4.1 Contact Profile- Categories & Keywords
On the Edit Contacts page, the user can add certain keywords to the contacts’ page/ profile.

This can be customized and set up as and how the company would like to utilize the function.
It could be keywords of future interest in a service or product, which newsletters the contact would want to
be subscribed to, or what their personal interests and hobbies are.

At the bottom of the Contact Profile panel, click on the Edit button to add or edit the keywords assigned to
the contact.

Contact Profile

Category A Keyword A
Fulture Product Inferest Printers

Future Product Inferest Toner

Personal Interests Fishing

Personal Inferesis Golf

Page 1 of 1 (4 lems) 1] Page size: |50

On the Contact Profile page tick the keywords (in the left column) that should be applied to the contact
and then click on the Add button.

If there are keywords that need to be removed from the contact, tick the keywords (in the right column)
and then click on the Remove selected Items button.

oAy M Dirthes St 11

Contact Profiles

Company Name: Grass Gardens | Close |
Contact Name: Gregg Ellis

Available Profiles ‘ Remove selected items ‘ Selected Profiles.
[[] Category A | Keyword A [ Category & | Keyword
@ - -
v
) e TiEress ockana [ Personal Interests Cooking
[] Personal Interests Family Fun Subscribed
Newsl Additional Services Newsletter

[] Personal Interests Film Fanatic ewsletters
[ Personal Interests Golf [ value Added Monthly Printing- Business Cards
[] Personal Interests Music Lover
[J Personal Interests Rugby Add >>
[] Personal Interests Soccer

Subscribed ) .
O Newsletters Additional Services Newsletter

Subscribed
O Newsletters Fun Facts Newsletter

Subscribed
O Newslatters Monthly Newsletter
— Subscribed - - - - T
Page 1 of 1 (15 items) [1] Page size: |50 [ ] Page 1 of 1 (3 items) [1] Page size: 50

To return to the Edit Contact page, click on the Close button at the top of the screen.
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4.  Activity Management

An Appointment (Date and Time) and a Task (Date only) are both classified as an Activity.

To add a New Activity:
e On the Edit Company page, click on the Add (+) button on either the Scheduled Activities or
Completed Activities panels.
e On the Activities menu, click on the Add New Activity option, or directly on the Diary Planner
option.
e Select Appointment or Task from the Quick Create dropdown

When adding an activity via the Quick Create/ Activities menu, and if the user has enabled the Default
New Activity Company to the nearest company based on Geo Location checkbox in their user profile, the
system will pre-populate the user’s nearest client’s details.

This helps the user to quickly create a call report for the company the user is physically at. This is especially
useful for the salesperson who calls on customers without an upfront appointment.

If this is not the correct company, the user will be able to use the magnifying glass and do a Company
Lookup.

@ New Activity ‘ Save | | Save & New ‘ | Cancel |
Sales Stafl | wichelle Bester v [ nvitees | Email Names
s J
Checking for nearest Company ... No additional invitees

Company® Q |

Note
Contact” v 4 T Invite?
Activity* v

Task = |

Booking as Appointment

Start | 500012023 09:12
End 350812003 09:13 P
Location E|
Quote/Opp No ~
Quote/ v
Opp Status

[0 Complete Activity?

Activity is Scheduled in the Past, Defaulting to Completed

Coordinates 258116817 281560151

Liked (5] v @
Documents
‘E| | Save & New | | Cancel ‘
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- to search for the relevant (o |
@ New Activity \ Save |
company. —
Sales Staff | ichelle Bester v fvitees | Email Name:
i - = ) )
Company”™ iy 5 Guards E| HE daniel@pplanet co za Daniel
. . hallie@pplanet co za Hallie
Contact”  irisa Kruger - Sales Manager v I:‘Z Invite?

marisa@bigoguards.com +27 11 452 7438 +27 82 467 2

Task ‘

Booking as Appo\mmenl.

Activity” | arrange Gust Visit

A contact can be

added/ edited to
St oz02023 09:00 /
the selected
End | 0211012023 1100 company.

Location  centurion Mall, Wimpy E|

Quote/Opp No 1002 - 2023-09-26 : New Printers v
Quote! | enguiry > (ap
Opp Status

The client will see these
notes, if the user checks
the invite checkbox

save & New | | cancel |

S
Kane

Moore

pointment).

[ Complete Activity?

Coordinates 258116769  28.1560143

Linked |_‘ ~0
Documents —

| Save | ‘ Save & New | | Cancel ‘

e Select the type of Activity from the dropdown.

e C(Clicking on the Appointment or Task button will:
- Enable the Time fields and show the Invitee button for the Appointment
- And disable the Time fields and hide the Invitee button for the Task.

o The Location of the activity can be changed by typing in the required location.

e The Map icon next to the location field will direct the user to Google Maps; the user can then use

this to get directions to the location of the appointment.

e Type a Note for the activity if required.

e Click on the Save button. If the user wishes to create another activity, this can be d
on the Save & New button.

one by clicking
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4.1.1 |Inviting the selected Contact to an Appointment

Next to the Contact field is a checkbox; if this box is ticked it will automatically send the individual in the
contact field a meeting request. This box should be unchecked if the user does not wish to send an
appointment invitation to the selected contact.

4.1.2 Inviting multiple contacts to an appointment
BluWave CRM allows the user to invite additional contacts to the same appointment if required.

Step 1: Click on the Additional Invitees button on the appointment screen.

Step 2: Select the recipients by clicking on the green plus icon next to each name the user would like to
invite. The required invitees will appear on the right-hand side with a red minus icon. If the user decides
one of the already selected invitees does not need to receive an invite, the user can simply click on the red
minus icon and the invitee will be removed.

r |
Add Invitees
@®Client Contacts Clinternal Staff
|Big 5 Guards | ~
* Select contacts to add Required Invitees
Kendall Lowe - Sales Manager + == Paniel Kane
Mirisa Kruger - Sales Manager + == Hallie Moore
Meil Blake - Financial Manager +
. v

Step 3: To include internal recipients to the appointment, select the Internal Staff radio button and this will
show a list of all the users on the BluWave CRM system. Add the required invitees by clicking on the Green
plus icon next to their names and they will display underneath the required invitees.

Step 4: If the user wishes to invite contacts from multiple companies to the same appointment, the user

can use the magnifying glass to search for the additional companies. Repeat Step 2 to add them to the
required invitees.

Step 5: Click on the Done button, at the top of the page, once finished. The user will then be directed back
to the Add/Edit Activity page.
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The additional invitees will appear on the right-hand side of the appointment page. Make sure to check the
invite checkboxes next to each person to send them the meeting request.

When saving the appointment, an appointment invitation will be sent to all the contacts with the checkbox
selected.

On the diary planner the user will only see the main contact’ details. Opening/editing the appointment will
show the additional invitees.

=
@ Edit ACtiVity I Update l [ Update & New l [ Cancel l
Sales Staff | Michelle Bester v Email Names
) — = . )
Company* | Food Lavers Market Q | & daniel@pplanet.co.za Daniel Kane
o halle@pplanet.co.za Hallie Moore
Contact” | Susan Snyders Mrs - Manager EIZ‘ ) Invite?
sunelia@bluwave.co.za 0889 002 014 Note
I Agenda:
Activity Demonstration v Dg:'o :ew product range
Task 2 |
Booking as Appointment
Sttt g71112023 09:30
End 71172023 12:00
- " — P
Location 60 Sycamore spread Richards Bay 3900 L | Created By Michelle Bester On 2023/11/06 14:16
Quote/ v
Cpp No
Quote/ -
Opp Status
[ Not yet complete, Complete Now?
Activity is Scheduled in the Past, Defaulting to
Completed
Coordinates -25.833946 28.1473657
Linked 0
Documents
[ Update l [ Update & New l [ Cance l
y o
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4.1.3 Appointment Invitation Emailed to the Customer

All selected invitees to an appointment (either by means of ticking the invite checkbox or additional invites
button) will receive an emailed invitation/calendar request.

The recipient customer can then accept the appointment into any .ics compliant calendar program
including (but not limited to) MS Outlook Calendar, Lotus Notes Calendar, or Gmail Calendar.

& ©

Training Michelle - Michelle - Snyders - Implementation Consultant - Admin in Office - Meeting

File Meeting Help Q@ Tell me what you want to do

m ®< E Eﬂ E‘]:ITania Cooke-To... E‘]’-“\c"b\fev 7 Mark Unread 5% /OFind A}) q

2 To Mana - [ Rules ~ =
ger =1 Rules ] Related ~
Delete | Mo Response Respond Meeting Calendar = Ermail — B0 i eaorize ~ Translate Read Zoom
Required v Motes gamEmal oa 2 v [ Select ~ Aloud
Delete Respond Meeting Motes | Calendar Quick Steps ] IMove Tags [F] Editing Speech Zoom ~

Training Michelle - Michelle - Snyders - Implementation Consultant - Admin in Office

. (@, NoResponse Required
Michelle Snyders . P q
Required mibpsnyders@gmail.corn; Michelle Snyders

Tue 2020/02/11 10:48
@As the meeting organizer, you do not need to respond to the meeting.

® Tuesday, 11 February 2020 15:00-17:00 © 18 Curzonrd Bryanston

From: Michelle Snyders Cell: 074 586 3506 Tel: 011 462 6871
Client Cell: 074 586 3056 Tel: 011 462 6871

Note: * Finish up on Qutstanding Admin

* Check and Answer Emails
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4.2 Diary Planner

-."{‘..hBE{yngvng Searct Select ~ Hi, Michelle ?t - e

Quick Create™~ Home' Activities~ Leadss Contacts~ Companies~ Opportunities Jobs' Assets” Reports System Setup™ Financials™ List Manager-

Add New Activity

Lol Show For | Michelle Bester v
To DolList
Show Inactive Users () Show Tasks
Send Email
> 2550-29200 pganewcych Day | WorkWesk  Week  Monm | Timeine  Agenaa

Cycle Planner

07 ®0

The Diary Planner is accessed from the Activities menu and selecting the Diary Planner option.
Alternatively, the Diary Planner can be accessed from the Home menu, by clicking on the Go to Diary
Planner button.

Access the different diary planner views using the tabs on the right. (Day, Work Week, Week, Month,
Timeline & Agenda)

The Work Week view show the appointments for the day in the bottom section and the tasks at the top in
the grey section.

Toggle between these radio buttons
Work Week View to change whether only Scheduled,

The Work Week view is the system default; it shows all booked activities only Complete.d or All tasks should
for the working week hence, it excludes Saturday and Sunday. shew an e digry.

e
@ Diary Planner Show For  Michelle Bester v View Task O Scheduled O Completed ® All
Show Inactive Users [ Show Tasks
{ Today 3 06 Nov— 102023 ~ Day Work Week Week Month Timeling Agenda ¢
6 Monday 7 Tuesday 8 Wednesday 9 Thursday 10 Friday
Printex Expo - Amy Grey Ms - Manager - Checkers Hyper - Amy Lee Ms - Developer Pioneer Foods - Candice Nash Ms -
Decision-Maker - Present Proposal - Sponsor - Call for Order Marketing Admin - Decicion-Maker -
SANPARKS - Danie Moloto Mr - CFO - Deliver Contract
Decision-Maker - Call for Order
(Groenkloof 358-Jr Pretonia)
07 o0 -
08 0o @ Adams8Adams - Gladyce Moore Ms - Printer Planet - Michelle Bester Mrs -
i%

Sales - Influencer - Presentation (4 Printer Planet - Michelle Bester Mrs - Sales Executive - Influencer - Leave (18
09 oo [ Daventry Street Lynnwood Manor) Sales Executive - Influencer - Sales Curzon Road Bryanston)

o Food Lovers Market - Susan Snyders Mrs [l Mesting Annusl Lesve
10 o0 - Manager - Decision-Maker - o - [+ African Bank - Bromwyn Donalds Mrs -

Demonstration (80 Sycamore spread Sales - Influencer - Brochure Follow up
11 oo Richards Bay 3900) .
i T R - +—

Right click on an empty time slot to create a New Activity for that time.

Or click on the + New Activity
button to the bottom right of the
o screen to add a new item.
)
() —
4+ New Activity °
y a

—— Note that the dotted blue line on the Diary Planner will indicate the current time.
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4.2.1 Alternate Views of the Diary Planner

Day View This view shows all appointments and tasks that have been scheduled for a specific
day.

Work Week View This view is the system default; it shows all booked activities for the working week
hence it excludes Saturday and Sunday.

Week View This view shows all scheduled appointments and tasks for the week and will include
Saturday and Sunday.

Month View This view shows all the activities in the diary that have been scheduled, from the

Timeline View
Agenda

current week to the corresponding week in the following month.
This view will show all scheduled appointments and tasks for a ten-day period.
shows the activities of the day on chronological order with the notes on each

activity.

4.3 Edit an Activity

4.3.1 Home Page
An activity can be accessed/ edited from the Home page, Edit Company page & To Do List page, by clicking
on the Activity Description.

@Appointments for (2023306 0 Tasks for (202311106 O]

08:00 10:00 Gladyce Adams&Adams Presentation Amy Printex Expo Present Proposal

08:30  10:30 Michelle Printer Planet Sales Meeting

| Go to Diary Planner ‘ Do List | ‘ lary Planr | To Do List |

- v - o
4.3.2 Edit Company Page
From the Edit Company page, the user would expand the Scheduled Activities panel and click on the
activity description they wish to edit. It will open the same screen as below.
Scheduled Activities ~ D

Date Time Task/
Appointment’

Activity Sales Rep Contact Notes Created By

Delete  09/11/2023 08:00 Appointment Michelle Bester Mrs , Sales Executive , Annual Leave Michelle Bester

Influencer

Michelle Bester

Completed Activities Exclude bulk mail activities ~ | +

Also note that the Add(+) button on the Scheduled and Completed Activity panels will allow the user to
create a new activity for this client; the company name will be defaulted.

4.3.3 Diary Planner Page
An activity can also be accessed/ edited from the diary planner (Activities menu), by left clicking on the
activity. (for more information look at the previous Diary Planner heading/section)
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Once the user has clicked on the activity, the Edit Activity page will open.
The user will then be able to make the necessary changes to the activity (to the date, time or notes etc.).

Click on the Update button to save the changes made to the activity.

If the user edits the appointment in BluWave, the system will edit the user’s appointment in their local
calendar.

Opening an existing appointment will default all invitees to unselected. If the appointment is changed with
information that the invitees require (date, time etc), they must be selected before updating the activity so

that the invitees receive an updated meeting request. %
r D |
@ Edit ACtiVity [ Updatel [ Update & Newl [ Cancel l
Sales Staff | Michelle Bester v m Email Names
x — = : .
Company* | Food Lovers Market E| daniel@pplanat co.za Daniel Kane
o ) [ hallie@pplanet.coza Hallie Moore
Contact”  Susan Snyders Mrs - Manager « El: | Invite?
sunelia@bluwave.co.za 0889 002 014 Note
o Agenda:
Activity Demonstration v genda
Demo new product rangs
Task =) |
Booking as Appointment
Sart 07112023 0930
End  p7i112023 12:00
) p
Location g0 Sy d Richards Bay 3900 10
ycamore spread michards Bay | Created By Michelle Baster On 2023/11/06 14:16
Quote/ v
Opp No
Quote/ “
Opp Status
[ ot yet complete, Complete Now?
Activity is Scheduled in the Past, Defaulting to
Completed
Coordinates -25.833945 28.1473657
Linked +0
Documents
[ Update l [ Update & New l [ Cance l
. v

If an activity is changed to a task, the invite contact checkbox is unchecked, and the user will not be able to
have additional invitees on that activity.
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4.4 To Do List

The To Do List page will show all the open activities on the system up until today (by default).

To get to the To Do List page:
e Select the option from the Activities menu.
e By clicking on the To Do List button on the Home page.

@ To Do List Sales Staff  Michelle Bester +|  ®Activities  CCycles
Up to and including 06/11/2023
Start Date  Task? Company Name Contact Activity Days Note OppNo /
QuoteNo
Edit Delete 06/11/2023 Printex Expo Ms Amy Grey Present Proposal 0 Prepare for the proposal
Edit Delete 20/10/2023 ADT/Fidelity Ms Candice Laurens Service Call 17
Edit Delete  18/10/2023 The Marketing Team Alex Saltzmann Presentation 19
Edit Delete 17/10/2023 Big 5 Guards Mr Kendall Lowe Call for Demo 20
Edit Delete 16/10/2023 The Marketing Team Alex Saltzmann Demonstration 21
Edit Delete 05/10/2023 Special Moments Ran Kemp Book Training 32 Agenda: Setup and Training of
the new printers for the users in
the sales department.
Edit Delete 04/10/2023 The Marketing Team Alex Saltzmann Brochure Follow up 33 To discuss marketing material
needed for our new product line
Edit Delete 03/10/2023 Bluwave Software Michelle Bester Demonstration 34 Internal training on Sales
Demonsirations and the new
product line available
Edit Delete 03/10/2023 Chet Candice Laas Call for Demo 34 Call to check if she is ready to
meet for a demo yet.
Edit Delete 02/10/2023 Big 5 Guards Mirisa Kruger Arrange Cust Visit 35 Agenda: Discussion of your 1002
requirements and going through
the samples we have available
Edit Delete 28/09/2023 Kuda Wrapping Lala Modiba Quote Foliow Up 39 Follow up Quote/Cpp No: 1000 1000
Opp Name - New Priniers
Edit Delete 28/09/2023 Printex Expo Lizanne Kotze Quote Follow Up 39 Follow up Quote/Opp No: 1001 1001
Opp Name - Vinyl Printing
Edit Delete 27/09/2023 Big 5 Guards Mirisa Kruger Telephone Call < =+
Edit Delete 22/09/2023 New Horizons Mr Peter Gough Email Sent 45 Meeting to discuss project
Edit Delete 22/09/2023 New Horizons Cathey Botes Email Sent 45 Meeting to discuss project
o

From this page the user can edit an activity, by either clicking on the Edit link on the left of a line, or by
clicking on the Activity Description.

Clicking on the Company Name directs the user to the Edit Company page.
The Up to and including date can be changed to any date to show more or less records.

The Days columns shows how many days an activity is overdue by, or how many days in the future it is
scheduled for:

e A negative value (i.e. -1) — shows how many days in the future the activity is scheduled for.

e A positive value (i.e. 2) — shows how many days the activity is overdue.

e Azerovalue (i.e. 0) — shows the activity is due today.
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4.5 Completing an Activity

In order to complete an activity, the user would open / edit an activity (as shown previously).

On the Add/ Edit activity page, the user must ensure that the following is done:

e The Date and Time fields are set to the past.

If a user edits an activity where the activity date (for tasks) and time (for appointments) is
in the past, the system automatically checks the completed check box; this makes it easier
for users to complete activities.

Editing the activity to a future date will automatically uncheck the Complete Now checkbox
Creating an activity in the past will automatically complete the activity.

Activities dated in the future cannot be completed.

e The Notes (call report) are in the notes section.

A browser extension or cell phone voice to text function can be used by the user to add
their call report into the notes section.

e The Coordinates fields show GPS coordinates (if the activity should be geo-located; should it not
display, the user should check their connectivity and location settings).

e The “Not Yet Complete, Complete Now?” checkbox is checked. (Should it show “Completed.”, the
activity has already been completed.)

@ Edit Activity [[Update | [Updte & Now | [ Cancal |
Sales Stall | Michelle Bester v Note
Company” | Printex Expo E| Prepare for the proposal
Contact” | amy Grey Ms - Manager - Deci v I:II|
0118 587 896
ACIVItY™ | Prasent Proposal v
Booking as Task P
Sart 31172023 Created By Michelle Bester On 2023/11/05 14:33

End 31112023

Location [|

Quote/ v

Cpp No

Quote/ -
Opp Status

Not yet complete, Complete Now?

Activity is Scheduled in the Past, Defaulting to
Completed
Coordinates  -25.833946 28.1473857
Linked D ~@
Documents
[ Update l [ Update & New l I Cance l

The Update & New button allows the user to complete the current activity and then book a new activity on
that same company (a Follow up activity).

Once an activity has been completed, the colour of that activity changes to green on the Diary Planner

page.
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4.6 New Note (Logging Unexpected Communication)

The New Note function allows users to quickly log a telephone call, support call or even to just add
additional information to the Edit Company page.

To add a New Note, go to the Edit Company page, and click on the New Note button.

-
I Use Current Location I [ Select Location From Map I
Company Name Printer Planet Account Number Opened 06/11/2023
YA SAND FOURWAYS
Tax Number
Sales Staff Michelle Bester v 123456789 n BYPASE
. ‘.\,\;.r‘
Category | supplier . Website | www printerplanet co.za E| o
Nicolw yanston
Estimated Budget ORTHRIDING '
Type v g 1000000 T
pa BRYANSTON
State Active Customer v Company Size 50
Source Walk in v . v End Google Map data ©2023 AfriGIS (Pty) Ltd
inancial Year En yyyy/mmidd [n]
Area PTA Centurion v Notes
Printer Types Ink-jet v
Group FNB v
Printing Range Office Use v
Industry Retail v

Advertising Printing v

Payment Terms 30 Days from Invoice ~ Workflow
PriceList Retail ~ Price Factor 1 Company 123-456-789/78 2
Registration
Currency To Quote Rands ~ [JQuote incl VAT?

This will direct the user to the Add Activity page, with the following information already defaulted:

e The Company and Contact details (the user might need to select the correct contact person).

e  The Activity Description (determined by user system settings).

e The Date and Time (pre-set to current date and time).

e  The Complete Activity checkbox ticked (This will be ticked, as the system recognises the time and date
to have occurred in the past).

. |

@ Edit Activity ‘ Update | | Update & New | ‘ Cancel ‘
Sales Stafl | ichelle Bester v ‘ Invitees | Email Names
Companyy New Horizons No additional invitees
Contact” | cathey Botes - Sales Representative - Influence ¥ [ Invite? Note Met with Cathey and she was happy with our services.
cathey@newhorizons.co.za +27 12654 7842 +27 84 652 7843 i
She did however mention that we should look at expanding our
Activity” Customer Survey v product offering to include more types of printers such as Dot
Ivatrix printers
I mentioned that we are hard at work on a new product line, but
Booking as Appointment will look at her suggestion in the upcoming year.
Start gi0012023 13:00
End 591092023 14:00 4
Created By Michelle Bester
Location
Quote/Opp No v
The user would only need to
tel .
onp CSJ;';UBS v add their feedback/ notes to
ot e Compiete Nows the Notes section and then
ot yet complete, Complete Now 4
y P P click on the Save button
Activity is Scheduled in the Past, Defaulting to Completed
Coordinates
Linked |T| 0
Documents —
| update | | Update & New | | Cancel |
. >
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4.7 Cycles

4.7.1 Adding a Cycle
A Cycle can also either be an Appointment (Date and Time) or a Task (Date only), which are both classified
as a Cyclical Activity.

To add a New Cycle:
e On the Edit Company page, click on the Add (+) button on the Cycles panel.
e On the Activities menu, click on the Add New Cycle option,
e or from the Diary Planner option, click on the +New Activity button (bottom right of the screen)
and choose the New Cycle option.
e Select Cycle from the Quick Create dropdown

G Contacts v D

Scheduled Activities v[+]

Completed Activities Exclude bulk mail activities ~ D

Cycles v D +—
Opportunities New Quote D

Current Products [ Acive ~|v D
Jobs |$\ ~ D

0 Document Management e

0 Workflow A

On the Add Cycle page the user may create either a recurring task or a recurring appointment, by simply
selecting/ deselecting the Task? checkbox.

A recurring task can be created by the user either for themselves or for other users, however a recurring
appointment can only be created by the user for themselves.

J‘}i‘l‘{!}l Add Cycle |  sae || sseanew |[  cance

* = Required Fields

Service Cycle
Sales Staff:
Company: |Green Leaf |"‘ ~
Contact: | Bobby Roots - Sales Rep - Sales Department V| = Invitees
— patty@greenleaf.coza
| Invitees | . o
" sungliasnyders@gmail.com
Task: |
Activity- | w |t
Start Date and Tims: 11/05/2021 5

Duration:

E Minutes

Recurrence: @® Daily
O Weekly @ Every [1 day(s)
O Monthly () Every weekday
O Yearly
(® Mo end date
(O End after:

(O End by:

Recurrence End: 0CCUrTences

| Sawve | | Save & New | | Cancel
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Step 1: Select the Company (using the magnifying glass) and the correct Contact person.

Step 2: Decide whether this cycle should be a task or an appointment.
- For aTask, only the Start Date would need to be populated (usually defaulted to today).
- For an Appointment, the Start Date, Time and Duration of the Appointment would also
need to be populated.

Step 3: Add additional invitees by clicking on the Invitees button (if applicable).

Additional invites may be added to a cycle / recurring appointment. If the additional invitees are active
users of BluWave, an entry for the cycle will be created for that active user and appear on their diary
planner. The main contact as well as the invitees will receive a meeting request for this cycle.

Step 4: Select the recurring Activity- description of the interaction that should ocurr.

Step 5: Select the relevant Recurrence settings.

4.7.1.1 Recurrence Options

Daily
@) Daily This will create a daily activity that will appear in the user’s diary
() Weekly (@ Every |1 day(s)  planner as often as the user has selected it to occur.
() Monthly  (7) Every weekday
() Yearly
Weekly
() Daily Recur every |1 week(s) on:,  Select the days the user wants the activity to recur in a week
(%) Weekly [] Mon Tue []Wed [ Thu and how often the user wants this reminder (e.g. every 2
() Monthly weeks). Multiple days can be selected.

) Yearly [JFi []Sat [] Sun

Monthly

() Daily

() Weekly  (® Day |1 of every |1 month{s)

(=) Monthly  (7) The [Second D Tuasday D of every |1 manth{s)
() Yearly

For monthly cycles, indicate which date/or day of the month the user wants to set the recurring activity for,
as well as the monthly interval.

Yearly

() Daily

() Weekly (& Every [January [«][1

() Monthly  {7) The [Second [+] [Tuesday [~] of [January [+]
(=) Yearly

For yearly cycles, indicate the date/day and month the selected activity will recur.

Step 5: Select when the Recurrence should end.

() Mo end dats Set when the user wants the recurring activity to end. The user
() End after: nCEurences can either set the activity to never end; set it to end after a
() End by: particular number of occurrences; or set the specific date they

want the activity to end.

Step 6: Click on the Save button to save this cycle.
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4.7.2 Viewing/ Editing a Cycle

Once the Cycle has been saved and added to the system, that Cycle can then be found on the Edit
Company page as well as on the Diary Planner page and the To Do List page.

4.7.2.1 From the Edit Company Page
From the Edit Company Page, the user may view the Cycle created, by expanding the Cycles panel.

Cycles [+
Edit Overdue NextDate Activity Sales Rep Contact Note Organiser
Delete 3 08/11/2023 Sales Meeting Michelle Bester Mrs Michelle Bester Sales Meeting Michelle Bester

To Edit the Cycle (the series/recurrence), clicking on the blue icon on the left of the cycle will direct the user
to the Edit Cycle page, where the necessary changes may be made (i.e. the recurrences or activity
description).

A user cannot make changes to another user’s cyclical appointment. On the company page the Organizer of
a cycle will be stated to assist with who can make changes to the cycle.

When a user edits their cyclical appointment (as the organizer of that cycle), the related cycles created for
other active BluWave users will also be edited.

To complete one specific occurrence of the cycle, click on the Date link in either the Next Date Column or
the Overdue Column. This will create an activity for the user for the specific instance of the cycle which
must then be completed, and the call report notes added. The user must click on the Save button to save
the information to the system.

That activity will then appear in either the Scheduled Activities panel (if the user didn’t complete the
activity) or in the Completed Activities panel (if the user completed the activity) on the Edit Company page.

4.7.2.2 From the Diary Planner
The Cycles created will appear on the Diary Planner in either the Task section or the Appointment section,
depending on their settings. All cycles will be displayed in blue and be prefaced with the cycle icon ().

@ Diary Planner Show For Michelle Bester v View Task O Scheduled © Completed @ All
Show Inactive Users [ Show Tasks
{ Today ) 06 Nov — 10 2023 - Day Work Week Week Month Timeline Agenda
6 Meonday 7 Tuesday ] Wednesday 9 Thursday 10 Friday
Printex Expo - Amy Grey Ms - Manager - Checkers Hyper - Amy Lee [s - Developer Pioneer Foods - Candice Nash Ms -
Decision-Maker - Present Proposal - Sponsor - Call fof Order Marketing Admin - Decision-Maker -
SANPARKS - Danic Moloto Mr - CFO - Deliver Contract
Decision-Maker - Call for Order
(Groenkloof 358-Jr Pretoria)
New Appointment |-
o7 w ppol
0§ oo Adams&Adams - Gladyce Moocre Ms - Printer Planet - Michelle Bester Mrs -
Sales - Influencer - Presentation (4 Printer Planet - Michelle Bester Mrs - Sales Executive - Influencer - Leave (18
09 oo [ Daventry Street lynnwood Manor) e Eariise Firereee S Curzon Road Bryanston)
Food Lovers Market - Susan Sryders Mrs t‘jé?t_ " i New Cycle

10 oo - Manager - Decision-Maker -
Demonstration (60 Sycamore spread
Richards Bay 3900)

African Bank - Bronwyn Donalds Mrs -
Sales - InfluengaeaBeachure Eall o

Send Email

11 oo

. : °
13 o

To Create, Edit or Complete the Recurrence activity (thus one occurrence of the cycle), click on the Activity.
The user will then be directed to the page to update the relevant occurrence (activity).
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4.7.2.3 From the To Do List
From the To Do List page, the user can see all the cycles that have an occurrence due.

On the To Do List page, click on the Cycles radio button to change the view of the To Do List page.

@ To Do List Sales Staff Michelle Baster | Oactvites ®@Cycles
From Up to and including 071012023
Edit Overdue Next Date Company Contact Activity Type Route Area
Delete o 01/11/2023 08/11/2023 Printer Planet Mrs Michelle Bester Sales Meeting PTA Centurion

To Edit the Cycle (the series), click on the blue icon on the left of the cycle. This will direct the user to the
Edit Cycle page, where they can make the necessary changes (i.e. the recurrences or activity description).

To Create, Edit or Complete the recurrence activity (one occurrence of the cycle), click on the Date link in
either the Next Date Column or the Overdue Column.

This will direct the user to the Add Activity page to add in their feedback or notes on the activity, and then
click on the Update button to save the information to the system.
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Practical Activity

Please use the test company you created during the training session.

The Activity will cover the following concepts:

Adding a Contact person. BI W
Creating Activities (Task & Appointment). u ave
Completing Activities. SOFTWARE
Adding a Cycle.

We recommend reading through the whole activity before starting:

The company, Training Name (the one you created earlier in the training, i.e Training Allison), has
appointed a new sales manager.

You will need to meet with the new sales manager and present a demo of your company’s product to
persuade him to purchase.

On Training Name’s website, the new sales manager’s details have been uploaded.

Peter Gelden

Sales Manager

Tel: 011 345 7890

Cell phone: 088 900 2010

Email: peterg@trainingname.co.za

Website: www.bluwave.co.za

Use the above details and create the following under the training company you created during
the training session:

1. Create Peter as a contact.

2. Set up an appointment with Peter for next week Wednesday to present a demo of your company’s
product (any time may be used).

3. Complete your appointment call report. After having an excellent presentation, Peter was
interested, he had some queries where he wanted to know if the product could be ordered in bulk
and could the colour of the one product be changed to bright pink.

(For training purposes please change the date of the appointment created for next Wednesday to
yesterday- this is to simulate the completion of an activity).

4. Create a telephone call (task) that needs to be done in 3 working days.

5. Create a recurring activity with Peter where you need to visit him every second Friday for 4
occurrences (any time and duration may be used) (Optional: add an Invitee).
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6. Email Functionality
6.1 Sending Emails from BluWave

BluWave CRM allows the user to send emails to clients, this also saves a copy of the email sent under the
Completed Activities panel in the Company page.

To send an email, click on the Send Email option under Activities menu, or the Send Email option available
under the Quick Create menu.

. e

. BIuWave Search Select o ﬁ - 0 Qa
SoFTWARC — ~ T
GO e —
NEW RELEASE \ —

Quick Create~ Home\~ Activities™ Leadsv Contacts: Companies™ Opportunities™ Reports System Setup™ Financials>~ List Managerv

Appointment Diary Planner
Task To Do List nd Email 5
Company Add New Activity
Contact Send Email Siblect;
Lead Add New Cycle & X X EEEEQQEm-RE
Opportunity Cycle Planner y V] [Aral [¥] [2c10pt) “'s 1 U s =2 ==
Quote
Send Email Good Day.
Cycle
Kind Regards,

PRINTER
PLANET

Michelle Bester
+27 825 508 001

\ michelle@pplanet.coza

Alternatively, click on the email address hyperlink on the Contacts panel of the Edit Company page as
shown below to email a specific contact person (which can also be found under the Contacts tab).
\

’IEE Edit Company I Update ] I Update & New l [ Cancel ]
[ Use Current Location ] l Select Location From Map ]
Company Name Adams&Adams AccoNnt Number 1 Opened 12/10/2023
Sales Staff Michelle Bester v Taxumboer Notes
Category Customer - site www.adamsadams.co.za
Type Bronze . Estimated Budgi{ 500
pa
State v Company Size
Source | coid call v ) 7
Financial Year yy\N/mmvdd [u]
Area ~ End
Group - Printer Types Drum -
Industry v Printing Range Newspaper¥rinting ~
Payment Terms | cop v Advertising  Epsan ~
Workflow
PriceList i Price Factor
Retall v 1 Company
Currency Rands + O Quote incl VAT? Registration
To Quote
~ @Contacts @
# Name Tel Ccell Category Designation E-Mail Unsubscribe Note
Delete 1 Gladyce Moore Ms 0163 542 365 0889 002 014 Influencer sales
Delete 2 Maretha Saayman 0123 542 365 0799 653 598 Decision-IMaker Financial Director maretha@adamsattorney.com
Ms
4 »
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On the Send Email page, the user must add the recipients to which the email should be sent.

6.1.1 Adding Recipients to the Email

Step 1: Click on the To button. All three these buttons will direct the user to the Add Email Recipients page.

Step 2: Search for the company under which the contact person is saved.
Open the Company Lookup screen, by clicking on the Magnifying Glass icon.
/
| o N
,/:‘ Add Email Recipients | Done |
®Company Contacts Olnternal Staff | Add "To" |
[ [ Addce |
* Tick contacts to add | Add "Bcc '.|
y

h

Step 3: Type in the name of the company in the Search field and click on the Go button. The user would
need to type in at least the first two characters of the company name. Click on the Select link on the left of

the appropriate company.

Company Lookup

)

Company Lookup

Search |%ad

|| Gol | | Add New Compan’

Aﬂame

Adams&Adams
ADT/Fidelity

Select

Select

Step 4: Add the Contact to the relevant section of the email.

Acc No

(]

All the contacts at the selected company with an email address will display, select all the contacts that are
to be included in the To section by ticking the checkbox and then clicking the Add “To” button. Repeat for

CC and BCC.
/q Add Email Recipients |
®Company Contacts Olnternal Staff | Add "To"
Adams&Adams i Add "Ce |
* Tick contacls to add | Add "Bcc '|

[J Maretha Saayman - Financial Director

Dane |

marstha@adamsattomey.com

.

The user may click the magnifying glass again to select additional companies to email if required.
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Step 5: To include internal staff as recipients on the email, select the Internal Staff radio button and this
will show a list of all the users in the BluWave CRM system.

Add the required recipients by ticking on their checkboxes and adding them to either To, Cc or Bcc section.

._a Add Email Recipients

maretha@adamsattorney.com;

,r

CcCompany Contacts ®Internal Staff Add "To"
-
Add "Cc"

* Tick contacts to add Add "Bee!

halie@pplanet.co.za;

Daniel Kane

O

O Hallie Moore
O Michelle Bester
-

Step 6: Return to the Send Email page.
Make sure that all the intended recipients are listed on the right-hand side.
Once the user is sure all the intended recipients have been added, click on the Done button at the top of

the page.
r
@ Send Email maretha@adamsattorney.com; -~ l Send l l 3end and Close ] [ Cancel l
Becs hallie@pplanet.co.za; Clicking on the arrow will
show the CC, BCC and Attach
Attach X
fields.
Subject : Best Wishes
B~ 9 x X EEEEQ0E®B-&E
[Mormal (DIv)  [v] |Arial [~] [2 (100D I¥'B 1 U 8 = =
Good Day Maretha,
Hope you are well.
Please let me know when you are available for a quick visit.

Kind Regards,

PRINTER
PLANET

Michelle Bester

+27 825 508 001
michelle@pplanet.coza

0®

o
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6.1.2 Attaching a Document to the Email

After clicking on the Attach button, the Document Management page will open, and the user can then do
one of two things:
1. Upload a new file to the system (Step 1 — 3 as described below) and select the document from the
server (the bottom portion of document management page).
2. Select an existing file from the server (the bottom portion of document management page).

To attach the required file to the form, find the specific file and tick the checkbox on the left side of the
page (all the relevant files) and then click on the Done, Return to Email button.

Dofument Management

plozid your Files to the Server

Sales Ftaff Michelle Snyders v ﬂ
Save In Folder/Subfolder v
Selec] your file to Upload: Choose File | No file chosen

Descffiplion of your File:

Upload File
Seafch: Search by Field File Mame * File Description
Please type in your search Search 0
Filtdr files: Sales Staff: |Michelle Snyders v | Folder: |(All Folders) v | Sub Folder: v

Select | Uploaded | Folder File Name

03/02/2020 | Company Docs gﬂﬁ;ﬂ: waves_sea_water_sfream_5037_2560x1440 | waves_sea_waler_siream_5037_2560:x1440 jpg

- Kichelle | Quotes Izsued Vs Target By Company for Cuuotes Izsued Vs Target By Company for
29/01/2020 | ServiceRequests | 2020 | o oone o | Fanuany 2020, pdf January 2020.pdf

6.1.2.1 Uploading a New file to BluWave

The process to upload a document to the server, and then attaching it to an email or any one of the pages
in Bluwave will be the same throughout.

Step 1: Where to save the File on the Server

The user will choose under which sales staff and then which folder to save the file under on the secure
Bluwave server.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders A 0
Save in Folder/Subfolder T Add/Edit Folders
Select file to Upload:
Feetyouriie fo e Quotes \ 2019

Descriplion of your File: ServiceRequests | 2019

SenviceReguests \ 2020
Search: Search by Field File Name * File Description

Please type in your search Search 0
Filter filas: Sales Staff: | Michelle Snyders v | Folder: | (All Folders) v | Sub Folder: v
Uploaded | Folder Sub Folder Sales Rep File Description
- Cuotes Issued Vs Target By
: Michelle Cuotes Issued Vs Target By
29/017/2020 | ServiceRequests | 2020 Snyders g;zl"ﬂ]p;;fy for January Company for January 2020 pdf Diload | View | Del
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Step 2: Finding the File on the Users’ Computer
After selecting the destination folder click on the Choose File button to search for the required file on your
computer. Only files with a file size smaller than 8MB will beiploaded.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders v (i)
Save in Folder/Subfolder | Company Docsy” v | | Add/Edit Folders
Select your file to Upload: Choose File | No file chosen

Descriplion of your File:

Upload File

The user would then select the file on their computer and click on the Open button at the bottom of the
screen.

>

» This PC » Pictures » Bluwave v & Search Bluwave »

Organize v New folder =~ O @

3 Quick access E
@ Onelrive

waves_sea_water
[ This PC _stream_5037_25
1 - 6 1440
E ) 3D Objects

[ Desktop

|‘:T:-‘] Documents

1 ‘ Downloads

J) Music Select a file to preview.
=/ Pictures

m Videos

EE0S(C)

= Data (D:)

[? Metwork

S omoapa g e

File name: v| All Rjles ~

T T T TR T T e e

After clicking on the Open button, the name of the file will appear in the Description field.

Document Management

pload your Files to the Server

Sales Staff Michelle Snyders T @
Save in Folder/Subfolder Company Docs ' T Add/Edit Folders
Select your file to Upload: Choose File | waves_sea_ wgtdr stream_5037_2560x1440.jpg
Descripfion of your File: waves_sea_water_stream_5037_2560:1440
Upload File

The user could change the Description of the file or leave it as is.
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Step 3: Uploading the File to the Server
Click on the Upload File button to save that file on the BluWave secure server.

Once the file is saved, the user will be able to view the file in the folder where they have saved it (in the
bottom portion of the Document Management page).

Document Management

pload your Files to the Server

Sales Staff
Save In Folder’Subfolder
Select your file to Upload:

Descriplion of your File:

Michelle Snyders T

Choose File | No file chosen

Upload File

Search: Search by Field

Please type in your search

File Name ® File Description

i

Search

Filter files:

Select | Uploaded | Folder

Sales Staff: | Michelle Snyders v

Folder: | (All Folders) v 5

0350212020 | Company Docs

28/01/2020 | ServiceRequests ( 2020

File Name

gﬁﬂg waves_sea_waler_sfream_5037_25680x1440 | waves_sea_waler_sfream_5037_2560:x1440 jpg
Michelle | Quotes Issued Vs Target By Company for CQuotes Izsued Vs Target By Company for
Snyders | January 2020.pdf January 2020 pdf

6.1.3 Sending the Email

l To: maretha@adamsattorney.com; Send | ‘ Send and Close ‘ Cancel
l Cc:
| B
l Aftach 1.2d86e24238b3c8e16d3cTT4ecTse
Subject : Best Wishes

After adding the recipients and the relevant documentation (if applicable), the user would need to add in a
Subject line. BluWave will not send an email without a subject line.

If the user’s email signature is added to Bluwave, it will appear in the body of the email, and they would
simply need to add their message to the body.

Click on the Send or Send & Close button to send the email.
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6.2 Email filing

The user can also file emails from any email software program — either desktop email clients or web-based
email client software including, but not limited to: Outlook, Lotus Notes, GroupWise, and Google Mail.

6.2.1 Saving an Outgoing Email

If the user is sending an email from their email client to one of their contacts, and wants to record the email
in BluWave, simply BCC the email to the following email address: emailfiling@bluwave.co.za.

BluWave CRM will then save the email as a completed activity under the client, with an Email Sent activity

type.

NB: To save successfully, the contact person needs to be already loaded on BluWave with this email
address.

}%' Te michelle@hotmail.com:
Send Cc
Becc emailfiling@bluwave.co.za
Subject Follow up
Dear Contact

Hope you are well.

If you have any questions, please do not hesitate to ask.
Kind Regards

In BluWave the email will be shown in the Completed Activities panel on the Edit Company page with an
Email Sent activity description:

~ Completed Activities Exclude bulk mail activities D

Date & Time Activity Sales Rep Contact Note Email

Subject: Follow up Dear Contact Hope you are well. ... If you have any
questions, please do not hesitate to ask. Kind Regards Michelle

11/02/2020 00:00 Email Sent Michelle Bester Michelle Sugerrush Snyders Implementation Consultant Bluwave Software Email
michelle@bluwave.co.za <mailto:michelle@bluwave co.za» Cell: 074
586 3506 Tel: 011-462-6871 Fax: 011-462-6886

o Create Filter
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6.2.2 Saving a Received Email

To save an email that the user has received in their email client, Forward that email to

emailfiling@bluwave.co.za.

B

Send

Ensure that the
First Email
Address in the
body of the email,
is the Contact
person’s email
address (under

To emailfiling@bluwave.co.z3

BluWave CRM Training

©BluWave Software (Pty) Ltd

Cc

Bee

Subject FW: Our Best Wishes

—
. waves_sea_water_stream_5037_2560x1440.jpg
2 MB

From: Michelle Snyders <mibpsnyders@gmail.com:
: Tuesday, 11 February 2020 15:56
which the email Td: =bobby@ereenleaf.co.za>

should be saved).

ubject: Our Best Wishes

Good Day Bobby,

Hope you are well.

The user may
have to remove
their Email
signature (as it
may contain
their own email
address)

BluWave CRM will then save the email as a completed activity under the company’s Completed Activities
panel with an Email Received activity description.

Again, the contact from whom the email was received from needs to match an email address on BluWave

CRM.

A Completed Activities

Date & Time Activity

Email Received

11/02/2020 16:13 Email Received

@ Contains([Activity], 'Email Received')

Sales Rep Contact Note

Subject: Fwd: Our Best Wishes

Exclude bulk mail activities E]

Email

Forwarded message —--—-—--

From: Michelle Snyders > Date: Tue, Feb 11, 2020 at 3:41 P Subject
Our Best Wishes To: = Good Day Bobby, Hope you are well. Please see
Michelle Bester Babby Roats, Sales Rep altached the document you requested. Kind Regards, Michelle Snyders B9
Sales Consultant Cell: 074 585 3506 Tel: 081 766 4422 16 Curzon Rd

Br... Read Mare
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Prospect Opportunity Customer
4 N\ 4 N\ 4 N\
¢ A Client the user e A sales deal which ¢ A Client the user
is trying to sell to has a value and has already sold
status, which to
could be for a
Prospect or a
Customer
L J L J L J

Different Types of Statuses found on BluWave CRM

Opportunities can be
created for both a
Prospectas well as a ’

Customer. "
Prospect
Enquiry @
; Initial Contact @
The Opportunity
Statuses are Quote Stage ©

usually the steps -+
your sales process
follows.

Negotiation @ Opportunity

Sold @
Lost @
Decided Not to Buy @
There can be v
multiple Customer
Opportunities per
Prospector
Customer.

Sold, they become

Prospects usually
will follow the same
initial sales process
in order to become
a customer.

Once a Prospect’s
first Opportunity is

a Customer.
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7.1 View Opportunities- List
This page shows the list of Opportunities by their Active, Sold, or Lost statuses.

Search Criteria can

be typed into any of
these fields

View Opportunities List Views @ Active OSold O Lost

| tAdd New | Filter All Opportunities

Company Oppertunity Name Sales Staff Pot. value = Quote No ¥ | Exp.Order
s [+
Edit Del Chet New Printers Michelle Bester 207500 1002 31/12/2023
Edit Del Big 5 Guards New Printers Iirisa Kruger Iichelle Bester 207500 1002 31/12/2023
Edit Del Printex Expo Winyl Printing Lizanne Kotze Michelle Bester 1500 1001 31/12/2023
Edit Del Kuda Wrapping New Printers Lala Modiba Michelle Bester 4850 1000 31/12/2023

The filters on the right can be used to access opportunities as follows:

e All Opportunities - will display a list of all opportunities created on the system.

e Recently Added - will display only the last 5 added opportunities created on the system.

e My Opportunities - will display a list of opportunities entered by the user currently logged into the
system.

e Branch Opportunities - will display a list of opportunities for the branch the user is assigned to.

e Closing this month - will display all opportunities which have their expected order day set for the
end of the current month.

e Closing next month - will display those opportunities with an expected order date set for the end
of the next month.

To open an opportunity, select the Edit link next to the relevant opportunity.
7.2 View Opportunities- Kanban
This page shows all the opportunities per status in the sales process. Each column shows the total

monetary value for all the opportunitiesin that status as well as a count of the number of opportunities
allocated to that status.

Opportunities Kanban Branch  Blosmiontein v ®Company Name O Opportunity Name [ .
| +Aada New | Sales Staff | Michelle Bester M Reset Fiters [T
[ Show Inactive Users
T e T wemm o ——
i er Lost
Total:R328497 Count:12 Total R757704 Count:7 TotalR115236 Count:1 Total:RO Count:0 Total:RO Count:0
Blue Skies- Train to Tracks-Test Apricot Tree-
Quote: 1790 Quote: 1752 Quote: 1941

30/11/2023 R 9400

Green Leaf-5 printers-

30/11/2023 R 9000

BluWave Software-Test

30/11/2023 R 115236

Train to Tracks-

Office Quote: 1272-2
30/11/2023
R 9750 Michelle Beste

Quote: 1493
30/11/2023

Quote: 1160 R 7250
301172023

R 59862

Steam-Testing

Grass Gardens-S printers-

On this view the user would be able to scroll horizontally across the page using the blue scroll bar across
the top, to view all the opportunity statuses, and click and drag their opportunities from one status to
another as the sales progresses.

To update any other details on the opportunities, simply left click on the opportunity card to go to the
normal Edit Opportunity page. Or to go to the Edit Company page, click on the Company Name on the
opportunity card.
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7.3 Add an Opportunity

Click on Add New Opportunity to create a new sales opportunity. This can also be done from the Edit
Company page, or the Quick Create menu.

Add Opportunity ‘ Save | | Save & New | | Cancel |
Sales Staff* Michelle Bester ~ Quote / Opp No | Create Quote |
Company”  mperial Logistics Q Quote Expiry  20/12/2023
) Date
Contact Danie Eksteen Mr - Sal v I:‘:|
Product® Quoted Products Q |
E: deksteen@yahoo.com T: 0110 211 543
C: 074 58 3506 Quote Due Dale
Opportunity Printers- 6 Office Use Quote
Name Submitted Date
Potential Value 12000 Order No
GP Value 6000 Note
Probability % 20
Status® Enquiry ~
Next Activity Telephene Call v
Next Activity 08122023
Date
Expected 31/12/2023
Order Date y;
Potential Score 0
Attachment
Save | ‘ Save & New | | Cancel |

On this page the user will need to record the following information:

Sales Staff: who is responsible for the opportunity.

Company & Contact: which client and the specific contact the opportunity is listed under
Opportunity Name: name given to the opportunity for internal reference and reporting purposes.
(Will become the quote description).

Expected Order Date: the date on which the sale is expected to be closed (defaulted to the end of
the current month).

Product: the main product which has been quoted(defaulted to quoted products).

Note: Internal notes made for reporting purposes.

Attachment: Used to attach an external quote, or any other document to the opportunity.
Status: Where the opportunity is currently sitting in the user pipeline.

Probability: The likelihood of the sale being successful closed (0-100%).

Value: Turnover value.

GP Value: Gross Profit value (if required).

Next Activity & Activity Date: First follow up booked for this opportunity and when it will occur.
Due Date: The date the quote is due to be submitted to the client.

Quote Submitted: The date the quote was sent to the client.

Click on the Save button to capture this opportunity and should the user wish to create another
opportunity (for the same client) click on the Save & New button. This will clear the page and allow the
user to enter the new opportunity’s details.
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7.4 Edit an Opportunity

Edit Opportunity

Sales Staff* Michelle Bester v Opp No
Company™ Imperial Logistics Quote Expiry
Date

Contact” Danie Eksteen Mr - Sal v . )
Product”

E: deksteen@yahoo.com T: 0110 211 543

C: 074 58 3506 Quote Due Date

Opportunity
Name

Printers- 6- Office Use Quote

Submitted Date

Potential Value 12000 QOrder No
GP Value 6000 Note
Probability % 20
Status*® Enquiry v
NextActivity  telephane call v
Next Activity 08/12/2023
Date
Expected 31/12/2023
Order Date
Potential Score 0

View File

Attach File

1005 | Create Quote

20/12/2023

QP - Quoted Products ~

[<]

On this screen the user can change the expected order date, enter the potential sale value and probability

of this opportunity.

o The Status field is used to monitor the opportunity’s progress. This is very useful for reporting

purposes.

e Afile related to the opportunity can be attached if required (such as an external quote).

e Click on the Update button to save any changes.

Each salesperson can view his pipeline visually on the Bl platform (or by accessing the Active Pipeline

embedded Bl dashboard on the Home menu option).

Total Active Pipeline

R11151541 (43%)

00—
Total Value: R25,883,511

R11862.223 (46%)

R1,300,576 (5%)

® Quote Stage ® Negotiation ® Awaiting Budget @ HotList ® Verbal Order

e Opportunity Tracking allows
management of New
Business Acquisitions.

e Define the sales process in
order to track the progress
of the user’s sales pipeline.

e The system generates a new
business forecast based on
expected order dates and
sales probability
percentages.
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8. Quote Automation

The Quotes Automation function generates a quote that can be emailed as a .PDF file to the customer.

When a quote is generated, the system automatically creates a related opportunity in the users’ sales
pipeline, at the same time a follow-up activity (action item) is also generated.

Use the New Quote sub tab under the Opportunities tab to create a quote, alternatively use the Quick
Create menu. The user can also create a quote by clicking on the New Quote button under the Company’s

opportunity panel.
A "0
Select v
TS = N

Quick Create~ Home Activities~ Leads Contacts~ Companies~ Opportunities~ Reports> System Setup~ Financials>~ List Manager-~

The Quick Create menu also
allows the user to create a
new auote.

BluWave

View Opportunities

@ View Opportunities List v @ AddNewOpportuniy Use the New Quote sub tab
iews
Opportunities Kanban to create a new quote.
+Add New Al
Filter New Quote T
| | company | Opportunity Name J:1 | sales Staf | Pot. value | cuote No v | Exp.Order

\ I I I |7 I I
Edit | Del Imperial Logistics Printers- 6- Office Use Danie Eksteen Michelle Bester 12000 | 1005 31/12/2023 ~
Edit | Del Big 5 Guards New Printers IMirisa Kruger Michelle Bester 207500 1002 31/12/2023
Edit | Del Chet New Printers Michelle Bester 207500 1002 31/12/2023
Edit | Del Printex Expo Vinyl Printing Lizanne Kotze Michelle Bester 1500 1001 31/12/2023
Edit | Del Kuda Wrapping New Printers Lala Modiba Michelle Bester 4850 1000 311212023

Alternatively, if an opportunity already exists then the Create Quote link on the Add or Edit Opportunity
page may be used.

"
Edit Opportunity [ Update | | cancel |
Sales Staff* Michelle Bester v OppNo 1005
Company" Imperial Logistics Cuote Expiry 20122023
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8.1 Step 1: Client Details
Complete the Quote Header details and then proceed to Step 2.

Company - select the company the quote is being generated for by clicking on the magnifying glass button.
Contact person— select from the list of contacts at this company.

Quote Status — select the current status of this opportunity (defaulted to Quote Stage).

| Quote Detail - STEP 1 Cancs
Quote Details * Required Figlds
Queoted By Michelle Snyders v CQuote Mo
Company Grass Gardens il Date
Gontact Gragg Ellis Mr v |+ g Valid For 14
Quote Status Quote Stage ¥ = Expire on 27/02/2020
Quote Description 8 Office Printers Follow up Activity | Quote Follow Up v
Exp Crder Date 29/02/2020 Follow up Date 18/02/2020
Probability % 10 Currency to Quote | Rand v |9
Delivery 2 - 3 weeks ROE Rand ¥ |1
Price List (Mone) Payment Terms 30 Days A

Cuote Incl WAT?

Continue to Step 2 v

Quote description — this is used as the subject line of the emailed quote. It should indicate what product/
service the client is being quoted on.

Expected Order Date — date when the user expects to get the order. This defaults to the last day of the
current month but should be changed if the sale is expected at a future date.

Probability — a percentage to indicate the likelihood of making the sale.

Delivery - allocated time for delivery of products (will only appear on the quote if it has been entered
during system setup).

Quote No — the system will insert the next available quote number onto the quote automatically.
Validity — shows how long the quote is valid for in days, this will automatically update the Expires On date.

Follow up Activity — select the activity and date on which the initial follow up on the quote should take
place. The activity will appear in the user’s diary planner.

Currency to Quote/ Rate of Exchange — select the currency the quote should be generated in, and the rate
of exchange from the list. These must be configured under the System Setup beforehand; the system will
automatically default to the system currency.

Payment Terms —select the payment terms from the list. These also must be created under System Setup.

Click on the Continue to Step 2 button once done.
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8.2 Step 2: Add the Quote Items

I( I Add Quote Items - STEP 2

Add Quote ltems - Grass Gardens Quote#: 1150 Cumency To Quote: Rand

Go || All Go || Al
Group: | Ink Cariridges v Code: | 2018PPINKELK: Black Tub - Print ¥ Desc.: | Black Tub - Printing Press Y
Qty 5 Cost |3350.00 Selling R [4000.00 Factor |1 Adjusted Price R 4000.00 Disc. 3%

Stock om hand: 0

Aft - Mo &tt Marrative

Spec: - No Spec

Pie: Mo Pic P
Add To Quote

- Offer: 1 of 1 Select Offer : . |
G Previgus Offer 1-Option 1 v Mext Offer ‘3
Ofier Gross Profit . 7200 Heading: Option 1 CQuote Gross Profit . 7200
Offer Total : 27200 Include Offer in Potential Value? # Cuote Total - 27200

Include Offer Total in Quote? ¢
Include Line Values on Quote?

No. of Guoted Items: 1 Continue to Step 3 \3
Code Description Qty Price Disc.% Narrative GP% "E,‘Il::
D —nt - " 2 This printer is svailablz in the -
elete Can Cannon G2400 8 b ST L following colours: Pink, Red, Blue. = Pic

Select a Product Group — if the user selects from this dropdown, then the product code and product
description dropdowns will be filtered by the selected group. If the user does not select a group, the
product code and product description dropdowns will contain all products.

Select a Product Code or Product Description — select the item that should be added to the quote using
either the product code or description dropdown.

Quantity — enter the number of items required. This should be adjusted before moving on to make changes
to the price fields.

Price — the cost price (if set up on the product list) and selling price will show here.

Factor —allows the user to inflate the price of the product to cover for risks that are not accommodated for
in the products costs. E.g. when transporting goods to another country, a factor of 1.2 may be used to
inflate the price by 20 %. Note this is not visible to the quote recipient.

Discount — enter a discount percentage to be offered on the line item and this will be subtracted from the
price.

Narrative — the product Narrative will display if it has been set up. The user can add additional relevant text
to the specific product if required.

If there are any attachments or pictures associated with the selected product in the price list, the
checkboxes to the left of the Narrative field will be checked. The user can then decide to leave them
checked (which will send the attachment to the client or insert the picture into the quote) or to untick the
checkbox and remove the attachment from the email and not insert the picture into the quote.
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Click on the Add To Quote button — This will insert the product onto the quote and display it at the bottom
of the page.

Continue to add all the items to the quote.
Before proceeding with the quote, the following should also be completed:

_ Qffer: 1 of 1 Select Offer : ) g

G Previous Offer 1:0pti0ﬂ 1 - Mext Offer ‘;
Offer Gross Profit : 7200 Heading: [Option 1 Quote Gross Profit : 7200
Offer Total - 27200 Include Offer im Potential Value? ¥ Quote Total - 27200

Include Offer Total in Quote? |+
Include Ling Values on Quote?

MNo. of Guoted Items: 1 Continue to Step 3 0
Heading — this is a short description of what type of products are included in this specific paragraph.
Include Offer in Potential Value? — ticking this checkbox will include the total value of this offer into the
potential value of the quote on the pipeline. Note this has no effect on the quote document as seen by the

recipient.

Include Offer Total in Quote? — ticking this checkbox will show the total section for this offer on the quote
document.

Include Line Values on Quote? — ticking this checkbox will show each items’ price and total value for this
offer on the quote document.

Refer to Appendix A for an example of what the quote document (output) could look like with the above
settings.
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This step lists all the quoted items with a quote total. Multiple offers can also be viewed here, and the user
will be able to edit or delete line items from the quote, as well as change the sequence in which line items

appear.

Step 3 will also show the Quote Header details as they were on Step 1 or the Opportunity, allowing the user

to change details such as delivery, should this be necessary.

«‘:plx Quote Details - STEP 3

Quote Details * Required Fields

Quoted By | Michelle Bester v |
Company | BluWave Software | *
Contact |Angela Henson Miss - Office Manager - Sale v | * e

Quote Status | Quote Stage | ¥

Quote Description |Compressor Replacement |

28/02/2021

Exp Order Date

Probability % |D | | Edit Cover Letter | | Linked Docs |
Delivery 2-3 weeks | Price List

Payment Terms | Debit Order v | Doc Heading
Template |J0hannesburg v | Terms Set |Standard Terms S+ |
Approval Mar. | ~ | App. Status | Approval Not Reg + |

o Back to Step 2 (Add Items) | Recalculate | | Terms | Select Ol’fer:|1:0p hd | | Copy Offer |

# Product Description Qty Cost
Acrylic Fabricated
Edit Delete 1 AFSI Signage - 1 R 300000 R

lluminated

3D Acrylic fabricated signage, internally illuminated with LEDs. Includes power supply.

Show VAT

| Save & Exit | | Copy Quote
Quote No/Date 1289
valid For Days
Expires on 21/02/2021

Follow up Activity | Quote Follow Up v |

Follow up Date

Show Rebate?

Combine Offer
Totals?

Row Shading

Currency to
Quote

ROE

Approval Note

12/02/2021

O Show Discount? [J
O

Quote incl vaT? [

[Rand  +|[1 |

Save & Preview &

Price

Disc%

5500.00 0 R

Grand Total R

Quote
Net.Price GP% Total Att
5500.00 45 R 5500.00
Total R 5500.00
VAT R 825.00
6325.00

Quote Status — this field should be updated to Quote Stage to update the Pipeline on the Home page with

the value of the quote.

Delivery — the user can type in the estimated delivery time on this field. If set up- this can be displayed in

the terms and conditions section of the generated quote.

Payment Terms — the user can select the payment terms for this quote. This can be displayed in the terms
and conditions section of the generated quote if configured in the system’s setup.

Template — one or more templates may be set up for each branch or product range of the company. The
user needs to choose the required template for the specific quote. Templates could have different header

and footer images and paragraphs.
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Doc Heading — this field allows the user to edit the Heading inserted on the Quote (only applicable to
Quote Output 1).

Valid For — changing the number of days the quote is valid for will automatically update the Expires On
date and display accordingly on the generated quote.

Follow up Activity and Follow up Date — by selecting the activity and date, the user can create a follow up
task in their diary to remind them to complete the specific activity related to the specific quote.

Combine Offer Totals — this adds in a Grand Total section onto the generated quote that includes all the
offer totals on the quote.

Currency to Quote or Rate of Exchange — should these change, use the Recalculate button next to these
fields to refresh the price and the currency symbol (visible after previewing the quote).

Approval Manager — if the quote requires approval before being sent to the client, the user can select an
approval manager from this dropdown.

Back to Step 2 — allows the user to add more quote items and/or offers.

Recalculate — click on this button to update the line items of the quote to reflect the new pricing values on
the price list in the system.

Term Sets — in cases where multiple terms and conditions have been set up the user will need to choose
the appropriate set that should display on the generated quote.

Select Offer — view the different offers by selecting the required one from the dropdown.

VAT — uncheck the check box to exclude VAT from the quote or leave it checked to include it.

The following topics will be discussed later in the training manual (Heading 11).

Edit Cover Letter button — allows the user to choose from an existing cover letter to add it to the quote.
The user would also be able to make changes to the cover letter before saving it to the quote.

Terms button — additional terms may be added to the quote by selecting them. These must be preloaded
by the system administrator.

Copy this Offer button — allows the user to copy one offer and create a duplicate in a new offer. The user
may then be able to make changes to that offer.

Copy Quote button — enables the user to duplicate the quote under the same company or copy the quote
to another company.

Process Order button — allows the user to create current products and jobs from the quote.

Click on the Save & Preview Quote button to generate the quote or click on the Save & Exit button to
return to the Opportunity page.
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8.3.1 Quote Approval
8.3.1.1 What is required from the User
If a quote requires approval, the user will not be able to email or print the quote without approval.

On Step 3 of the Quote process, the user must ensure that their Approval Manager is selected and may
even enter an optional approval note to the manager.
;I

‘_} Quote Details - STEP 3

®

Qsote Details * Required Fieglds Process Order

Quoted By Michelle Snyders r Quote Mo/Date 1150

Company Grass Gardens * alid For 14 Days

Contact Gregg Ellis Mr v|* &9 Expires on 271022020

Quote Status Quote Stage v Follow up Activity | Quote Follow Up T
Quate Description |8 Office Printers Follow up Date  [18/02/2020

Exp Order Date  [39/02/2020 Show Rebate? Snow Diecount?
Probability % 10 Edit Cover Letier Linked Docs %:};‘;E fler

Delivery 2 - 3weeks Price List:  (None) Raow Shading o Quote incl VAT?
Payment Terms 30 Days ¥ | DocHeading |Order Form g}'j:{:"c’“':' Rand v ||1 Cp———

lohanneshurg ¥ Lo ced  Standard Terme Sow BOE Eand L Sk

|ﬂp|:lro'-'a Mgr. Thobanjalo Shan ¥ | App. Status | ADproval Require: Approval Nata

0 Back to Step 2 (Add ltems) | Recalculate

Terms | Select Offer: | 1:0p ¥ | | Copy this Offer | Save & Preview Quote 0

The quote may then be previewed to make sure it is correct, by clicking on the Save & Preview Quote
button.

If the quote is ready to send, the user can request approval by clicking on the Request Approval button at
the top of the Preview page.

Request Approval Exit Preview

Order Form

Doc No: 1150 Date: 13/02/2020
Acc No: valid for. 14 Days
To: Grass Gardens Address:

After clicking on the Request Approval button an email will be sent to the Approval Manager to let them
know there is a quote that needs approval.

Once the Approval Manager has approved the quote, the user will receive an email and they can then
return to this page to email the quote to the client.

8.3.1.2 What is required from the Approval Manager
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Once the user has requested approval, the Approval Manager will receive an email with the quote requiring

approval as an attachment.

Quote Approval No: 1150 for Grass Gardens requires your approval.

Michelle Snyders <no-reply@bluwave.co.za>
Fri 2020/02/14 14:37

mibpsnyders@hotmail.com

[ 1150pdf

WE= 186 KB

The Following line items on this quote require your approval:

Product Code: EPTM;  Description: Epson TM88IV; Qty: §; Price: 5000

Sales Person: Michelle Snyders

The Approval Manager would need to then log into BluWave CRM to approve the quote.

On the Approval Managers’ Home page, they
would be able to see a list of all the quotes
requiring their approval.

Special Moments

The Approval Manager would then be able to do
the following:
e C(Click on the Company name to go to the
Edit Company page.
e Click on the Quote Number to access/
edit the quote.
e Click on the Checkbox to instantly
approve the quote.

\

\

Once the Approval Manager checks the Approval

Checkbox, an email will be sent to the Sales Staff \

Quote Approvals Required

Imperial Logistics 1005 Michelle Bester O

1003 Daniel Kane O

user to notify them that the quote has been
approved / declined.

Please wait while the quote is being approved

Revision Date: 30/09/2023 BluWave CRM- Training Manual
Revision No: SM0018.10

Page 53 of 91



BluWave CRM Training

©BluWave Software (Pty) Ltd

If the Approval Manager wishes to edit or preview the quote before approving, they can access the quote
by clicking on the Quote Number.

This will direct the Approval Manager to Step 3 of the quote process.

From here the Approval Manager can make changes as necessary as well as preview the quote.

i:ﬁ Quote Details - STEP 3

Cuote Detsils * Required Fields Process Order

Quoted By Michelle Snyders v Quote Mo/Date  |1150-1

Company Grass Gardens * Walid For 14 Days

Contact Gregg Ellis Mr v| =& Expires on 281022020

Quote Status Cuote Stage v Follow up Activity | (uote Follow Up v
Quote Deseription |8 Office Printers Foliow up Date  [18/02/2020

Exp Order Date (290272020 Show Rebsta? Show Discount?
Probabilty % 10 Edit Cover Letter | | Linked Docs Comoine Ofer

Delivery 2 - 3 weeks Price List:  {Mong) Raow Shading L4 Quote incl VAT?
PaymentTerms | 30 Days ¥ | DocHeading |Order Form S Rand v |[1 e————
Template Johannesburg ¥ | Termz Set | Standard Terms S v ROE Rand |1

Approval Mgr. Michelle Snyders ¥ | app. Ststus | ADproval Require v Approval Mote

o Eack to Step 2 (Add ltems) Recalculate 1:0p v | | Copy this Offer | Save & Preview Quoie 0

Approval Required
Approval Not Required

# Product Description qQty |Approved ice Disc%  NetPrice GP% Total At
Approval Declined
Edit Delete 1 Cani Cannon G4400 8 R 2500.00 R 3400 (1] R 2400.00 28 R 27200.00

This printer is available in the following colours: Pink, Red, Blue.

The Approval Manager would need to change the selection of the App. Status field to either approved or to
approval declined.

Once the manager has made a selection, an email will be sent to the Sales Staff to notify them of the
change in approval status on their quote.
Below is an example of the notification email the sales staff would receive.

Quote Approval No: 1150-1 for Grass Gardens D Inbox x & 2
Michelle Snyders <no-reply@bluwave.co za> 251 PM (0 minutes ago) Ty &
tome =

Your quote approval has been granted. Note:

+, Reply m» Forward
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8.4 Step 4: Preview the Quote

From the Preview page the user can scroll down to view the quote (Please see the appendix A for an
example of the quote output)

The user can also use the buttons at the top to either print, export or eTaiI the quote.

ail Quote Exit Praview

If the Email Quote button
reads Request Approval,
the user will first need to
seek approval from their

DI’dEI’ Form approval manager (by

clicking on that button)

Do Mo 1150 Date: 13/02/2020 before they would be able

e validfor: 14 Day to email or print the

To: Grass Gardens Address: quate. /

Att: mMr Gregg Ellis

Tel: From: Michelle Smyders

Fax: Tel: 011 462 6ET1

cell: cell: 074 586 3506

Email: GreggiEgrass. .= Email: mibpsmyders&gmail.com

Dear (Gregg

re:  EOffice Printers

wie thank you for the opportunity afforded us to quote you on the Lazer Business Equipment. [Quote Header

Faragraph

Option 1

Description aty Price Total

Cannon G4400 & 3,400.00 27,200.00

This printer is available inthe following colour=s

Pink,

Red,

Blue.

Click on the Exit Preview button to return to Step 3 of the Quote process.
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8.4.1 Email the Quote
To Email a quote to the client, click on the Email Quote button at the top of the Quote Preview page.

VErmaiI Quote Exit Preview

E e D —_— % v e % -Elﬁ 'é' e

10,

Order Form
Doc No: 11501 Date: 14,/02/2020
Acc No: Valid for. 14 Days
To: Grass Gardens Address:
.--':] Email Quote Send Ticking this checkbox saves the
Email Sent under the activity
- ) history on the Edit Company
¥ Create Activities for Emails Page.
To: Gregoi@grass.co.za;
Cc:
Boc This email will be sent to the

recipients as well as the Sales
Staff (automatically included to
receive a copy of this email.)

UQuote. pdf

Subject : Grass Gardens Quote Mo 1150-1 for 8 Office Printers

= 1

U = £
HNormal Arial (Font Size)

Message :

..
=
®
Ul
i

o i

;

Dear Gregg
Kind Regards,

ﬂ Michelle Snyders
¥ I Sales Consultant
Cell: 074 586 3506
Tel: 081 766 4422

18 Curzon Rd, Bryanston, Johannesburg

The subject line automatically includes the Customer Name, Quote Number and the Quote Description.

The Body of the email contains the default message defined in the Quote Set up — the user will be able to
edit the message before sending.
Their email signature will also be automatically added if it is set up on their user profile.
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9. Creating a Follow up Activity- Step 3 of the Quote Process

When a quote/ opportunity is created, the user can let the system automatically create a follow-up activity
for that quote/ opportunity that will appear in their diary.

A follow up activity can be created from the Add/ Edit Opportunity page or Step 3 of the quote process.

‘thL Quote Details - STEP 3

Cuote Details * Required Figlds Process Order

Quoted By Michsalle Snyders v Quote MaiDate 1150

Company Grass Gardens * “alid For 14 Days

Contact Gregg Ellis Mr v| * Ezpires on 27inaon | o]

Quaote Status Quote Stage v = Follow up Activity | Quote Follow Up v
Quete Deserption |8 Office Printers Foliow up Date  [13/02/2020

Exp Order Date  [29/02/2020 Show Rebate? Show Dizoount?
Probabilty % 10 Edit Cover Letter | | Linked Docs Somone ore

Delivery 2 - 3weeks Price List:  {None) Row Shading L Quate incl VAT?
Payment Terms 30 Days ¥ | DocHeading  |[Order Form %:i_"“"m Rand |1 Rzt
Template Johannesburg Y| Terms Set |Standard Terms S » ROE Rand r| (1

Approval Mgr. Thobanjalo Shan. ¥ | Apo. States | Approval Requirec Approval Mote

0 Back to Step 2 (Add ltems) Recalculate Terms | Select Offer:| 1:0p v | | Copy this Offer | Save & Preview Quote "

The user would simply need to populate the Next Activity/ Follow up Activity with the relevant Follow Up
Date for the activity. (The system could be set to automatically fill in Quote Follow Up on Step 3; as well as
to automatically default the date of the next activity to a specific number of days after the creation of the
opportunity/quote.)

Edit Opportunity pcate | | Cancal |
Sales Staff® Michelle Bester v Opp No 1005 | Create Quote |
Company”  mperial Logistics Quote Expiry  20/12/2023
) . Date
Contact® Danie Eksteen Mr- Sal v I:IZ‘
J Product” QP - Quoted Products ~
E: deksteen@yahoo.com T: 0110 211 543
C: 074 58 3506 Quote Due Date
Opportunity Printers- 6- Office Use Quote
Name Submitted Date
Potential Value 12000 Order No
GP Value 6000 Note
Probability % 20
Status” Enquiry v
Next Activity Telephone Call ¥
NextActivity  ogr12/2023 2
Date i

The activities will be created as soon as the user clicks on either the Save and Preview Quote button (on
Step 3 of the Quote process) or on the Update button (on the Opportunities page).
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9.1.1 Updating the Opportunity Status from a Follow up Activity (Completing)
Once a follow up activity is created, it will be linked to the opportunity.

This allows the user to easily update the status of the opportunity, provide the system with the feedback on
that activity and complete the follow up activity, all on one page.

A follow up activity can easily be found by looking at the To Do List page (from the Activities menu).

@ To Do List Sales Staff  ichelle Bester v @Activities OCycles
Up to and including 0611212023
Start Date Task? Company Name Contact Activity Days Note OppNo /
QuoteNo
Edit Delete 04/12/2023 Imperial Logistics Mr Danie Eksteen Telephone Call 2 Follow up Quote/Opp No: 1005
1005 Opp Name - Printers-
6- Office Use
To Edit and/or Complete this activity, click on the Activity Description.
The Note of a follow up activity is automatically populated with the details of the related
quote/opportunity.
@ Edit Activity I Update ‘ [ Update & New l I Cancel ‘
Location
Quote/ 1005 : 2023-12-06 : Printers- 6- Office Use  ~
Opp No
Quote."l Enquiry o
Opp Status
Enquiry
First Demonstration
Quote Stage
Verbal Order
Sold
. Lost
Coordinates | peciged Not to Buy
Linked v 0
Documents
‘ Update ‘ ‘ Update & New | cancel
- o

The user would then be able to type in their notes (feedback) on the activity and change the Quote Status
of the Opportunity/Quote.
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The quote can be edited from the Opportunities page, which can be reached from:

The Companies page

A @ Opportunities

ProdID Product Sales Rep

The Opportunities panel in on the Companies page by clicking on the Product Description.
The To Do List page- clicking on the Quote/ Opportunity Number.
The Opportunities tab- clicking on the Edit link next to the Opportunity.

New Quote E]

Opp Name Potential Expected  Status Notes Quote No L:
Value Date =]}
HEI Heidelberg Five Michelle Bester Commercial Printers R90.000.00 31/12/2023 Quote 1152
Colour Offset Printing Stage
Press
apP Quoted Products Michelle Bester 5 Commodities; 3 R900.000.00 31/12/2023 Negotiation 1149
Blended
The To Do List page
r N -
@ To Do List Sales Staff Michelle Bester v  @Activities  OCycles
Up to and including 16/11/2023
Start Date Task? Company Name Contact Activity Days Note OppNo /
QuoteNo
Edit Delete 16/11/2023 Apricot Tree Danielle Lubbe Quote Follow Up 21 Follow up Quote/Opp No! 1940
1940
Edit Delete 16/11/2023 TransferMarcketFC Garry Vermeulen Quote Follow Up 21 Follow up Quote/Opp No 1938
1938
Edit Delete 15/11/2023 Smith & Associates Mr Robert Smith Quote Follow Up 22 Follow up Quote/Opp No! 1937
1937
The View Opportunities page
() view Opportunities List Views  ®Acive OSold O Lost
‘ | Company | Opportunity Name ‘ Contact | Sales Staff ‘ Pot. Value | Quote No V‘ Exp.Order
\ I | I | || | "
Edit jDel | Star Gazer End Of year Special - Combo Jack Horkheimer | Dylan Cooke-Tonnesen 35000 1952 31/12/2023

From the Opportunities page, the user can click on the Edit Quote link to edit the quote.

v
@ Edit Opportunity

Sales Stafl®  ajistair Barker v Opp No
Company® Acrobatch

i Cluote Expiry

Contact Peter Gelden Mr - sale - Date

E: T +27 11 447 5575 Product”

C. 084 444 4444

[ Update l lCanceI l

16861 Created By Alistair

Barker

131272023

HPBI - HP Ink Blue - 650 Q
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10.1 Quote Revision Increment

When a user clicks on the Save and Preview button on step 3 of the quoting process, the following
message will appear if any changes have been made to the quote since the first preview:

Rewvision close or Esc Key

e Do you want to increment the revision number?

This increments the quote with a dash and a revision number at end of the quote number.

This allows the user to keep track of the various revisions to the quote.
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11. Additional Features/ Functions on the Quote Automation Process
11.1 Adding Additional Offers- Step 2 of the Quote Process

Multiple offers can be added on the same quote.

Clicking on the Next Offer button on step 2 of the quote process allows the user to create a new offer on
the same quote.

This can be used to supply the client with different options to choose from, or alternatively to show the
difference between certain products such as hardware and installation.

Repeat the previous steps to add line items to the second offer and this will also show on the final quote
under a different heading.

G Previous Offer Offer: 2 of 2 Select Offer : d ;
v

Offer Gross Profit : 21200 Heading: (Option 2 Quote Gross Profit - 33600

(Offer Total : 72000 nclude Cifer in Potential Valuge? & CQuote Total - 131200

Include Offer Total in Quote? =
Include Ling Values on Quote?

No. of Quoted Items: 2 Continue to Step 3 ‘)
Code Description Qty Price Disc.% Marrative GP% i{:.

Delete EPTM Epson TM22I E R 5000.00 0 40 Pic

Delete 2019PPINKELK Black Tub - Prinfing Press 8 R 4000.00 0 16 Pic

Once all the intended products have been added onto the different offers (and changes made to the
heading and 3 checkbox settings on each offer), click on the Continue to Step 3 button to finalize the
quote.
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11.2 Inserting a Pic on the Quote line- Step 2 of the Quote Process
Users can insert a picture into the quote from the quote line and in addition add the picture to the pricelist

(if there is not one yet).

If there is no picture saved in the pricelist, the user would be able to add it to the pricelist (if they have
system setup rights), or otherwise they would be able to insert a picture (or replace the existing picture
already saved in the pricelist) on that specific line item for that specific quote only.

Step 1: After inserting the quote items- click on the button Pic.

No. of Quoted ltems: 2 Continue to Step 3 ¢
. . N . Alt.
Code Description Qty Price  Disc.% Narrative GP% Pic
This printer is svailablz in the
Delete Cani Cannon G400 2 R 3400.00 a fiollowing colours: Pink, Red, 28 Pic
Blue.
Delete 2019PPINKELE Black Tub - Printing Press 3 R 4000.00 0 18 Pic

= Alternative Quote Item Picture
(3!, Grass Gardens Quote No: 11501

Cannon G4400

Step 2: The add image screen allows
the user to either view, clear or
edit/add a new image.

Click on the Edit link to replace the
image.

Clear Image Close

Step 3: The system will then allow the user to then select an image from where it is saved on a computer.
To do this click on Choose File.

-~ Alternative Quote Item Picture
{33, Grass Gardens Quote No: 1150-1

Cannon G4400

L
Picture path
Chooze File | Mo file chosen
Update Cancel
Clear Image Close
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Once an image is chosen the picture path will be displayed next to the Choose File button.
Step 4: Click on the Update button. If the user has system setup rights and there is no previous picture
added to the pricelist, the user will see the next dialogue box. Clicking on Yes will save the picture towards

the line item for future use.

Update Product Pictune close or Esc Key

Would you like to save this image to the product
details for future re-use?

Yes Mo

Once the user has chosen Yes or No, they are able to either clear the image, edit the image, or close this
screen to return to the quote steps.

i?{{f@ Alternative Quote Item Picture
'é" Grass Gardens Quote No: 1150-1

Image specifications:

Cannon G4400 X Maximum Size 100kb
X Accepted Formats .jpeg/ .jpg/ .png
X Aspect Ratio width of 200 pixels

(the image would be set to keep the aspect
ratio and be proportionally resized; the
system will keep the width at 200px)

& hiiih n.m';\

Clear Image Close

Click on the Close button to return to Step
2 of the quote process.
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11.3 Adding a Quote Cover Letter- Step 3 of the Quote Process

On Step 3 of the quote, the user can add a Quote Cover Letter to the quote by clicking on the
Edit Cover Letter button.

tf\: Quote Details - STEP 3 | Save & Exit | | Copy Quote
Quote Details * Required Fields
Quoted By | Michelle BesYr v Quote No/Date 1152
N\
Company |Vodacom '\ | = valid For Days
\
Contact | Nicola Potgieter\qs - Branch Manager ~ | = 9 Expires on 28/02/2020
Quote Status | Quote Stage N v|* Follow up Activity | Quote Follow Up v |
N\
Quote Description | Commercial Printers "\ | Follow up Date | 19/02/2020
Exp Order Date 28/02/2021 Show Rebate? O Show Discount? [
Probability % | 0 | | Edit Cover Letter | | Linked Docs | %{r;ggm omer
Delivery | | Price List: Row Shading Quote incl vaT? [J
Payment Terms | bl | Doc Heading gﬂggncyto Rand >
Template |J0hannesburg hd | Terms Set |Standard Terms S v | ROE | Rand ||1 |
Approval Mgr. |Th0banja|o Shang | App. Status | Approval Requirer v | Approval Note | |

Save & Preview ©
Quote

OBack to Step 2 (Add ltems) | Recalculate | | Terms | Select Oﬁer:|1:0p A | | Copy Offer |

On the Quote Cover Letter page, the user can either select an existing cover letter template (if added to
the system setup), or type and create a new cover letter to add to the quote using the editor. If a pre-
existing template is selected, the user will be able to make changes to the template that will only be
applied to the current quote.

Quote Cover Letter

Company : Vodacom Quote No - 1152
Select Default Cover Letter (If Required)

Jl

Preview

Company introduction

Home Insert Page Layout View Printer Spec
Calibri 11 A A AaT | E = v E = - ~| @ Fnd
Adb
B I US X X, A~ P~ q = = m || AS8bCcDS «|| % Replace
- Normal Heading 1 Heading 2
b= - B - f fheading1 4 g El select Al
Undo Font 4 Paragraph 4 les Editing
L o3 2 1 E 1 2 E 4 5 6 7 8 9 10 11 12 1 14 15 16 " 18

After adding the cover letter to the quote, the user can click on the Preview button to see how the cover
letter will display on the quote and adjust as necessary.

Clicking on the Update button will save the changes and return the user to Step 3 of the quote process.
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11.4 Adding Optional Terms to the Quote- Step 3 of the Quote Process

On Step 3 of the quote, the user can add Optional Terms to the quote by clicking on the
Terms button.

g‘\ Quote Details - STEP 3 | Save & Exit | | Copy Quote
S

Quote Details * Required Fields

Quoted By | Mickglle Bester v Quote No/Date 1152

Company |‘v’oda;§@ | * valid For Days

Contact | Nicola I;\ﬁ\tgieter Ms - Branch Manager w | = Expires on 28/02/2020

Quote Status | Quote SIa\g\g\ v |® Follow up Activity | Quote Follow Up v |
Quote Description | Commercial D;}Nnters | Follow up Date 15/02/2020

Exp Order Date 28/02/2021 Show Rebate? O Show Discount? [
Probability % | 0 | | Editk“?ver Letter | | Linked Docs | %f{;gi,ne ofer 4

Delivery | Price List: Row Shading Quote incl vaT? [J
Template |J0hannesburg hd | Terms et |Standard Terms S v | ROE | Rand ~ ||1 |

Approval Mgr. |Th0banja|o Shang | App. Stat | Approval Requirer v | Approval Note | |

Save & Preview ©
Quote

oBack to Step 2 (Add ltems) | Recalculate | | Terms | Select Oﬁer:|1:0p A | | Copy Offer |

Clicking on the Terms button will pop up the Add Optional Quote Terms form.

On this form, the user will click on the Edit link to include the term on the quote (checking the checkbox)
and/or edit:
*+ The Sequence in which the terms should be displayed.

% The Heading and Description of the optional term.

ajls = STEP 3 | Save & Fxit | | Conv Quate |

B ) Add Optional Quote Terms

gi *Tick Terms to Include and use Seq# to define the sequence the terms should print

é Incl. Seq.# Term Heading Term Description

é Update Cancel [ Rate of Exchange This quote is done using the following rate of exchange: {QuotedROE}
Edit ROE Rate of Exchange: {ROE}

x

3

m

de
oL

After editing the Optional Term and making the appropriate changes, the user must click on the Update link
to the left of the line to save the changes, and then click on the Done button to insert the term on the
qguote and close the form.
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11.5 Copy Offer Function- Step 3 of the Quote Process

Users can duplicate offers on the quote. This allows the user to quickly make minor changes to an
alternative option that the client could choose from.

Click on the Copy this Offer button on Step 3 of the Quote process.

o Back to Step 2 (Add ltems) Recalculate Terms | Select Offer: [ 1:0p 7| Copy this Offer | Save & Preview Quote 0

# Product Description Oty Cost Price &% Net.Price GP% Total Att

m

dit Delete 1 Cani Cannon G4400 & R Z2500.00 R 3400.00

3400.00 26 R 27200.00

This printer is available in the following colours: Pink, Red, Blue.

Sdit Delete = 20 1BFPINK 2lack Tub - Frinting 5 R 2350.00 R 400000 O 16 R 32000.00
- BLK Press
Show VAT td 15 Total R 59200.00
VAT R 8880.00
Grand Total R 63020.00

Please note that the current offer the user is viewing will be duplicated. (In this example it is offer 1).

A confirmation message will be shown, select OK to continue with the duplication.

www.bluwavecrm.co.za 5ays k

g Ty o e = L=

Are you sure you want to Copy this offer?

The user will then be directed to the newly created offer. As can be seen below it is now offer 4 but has the
same heading as the offer it was duplicated from.

G Back to Step 2 (Add ltems) Recalculate Terms | Select Offer

Copy this Ofef | Save & Preview Quofe 0

1:Option 1
2:Option 2

# Product Description Qty Cost Met.Price GP% Total Att

Edit Delete 1 Can1 Cannon G4400 8 R 2500.00 R 3400.00 26 R 27200.00

This printer is available in the following colours: Pink, Red, Blue.

Edit Delete = 20HBPPINK.  Black Tub - Printing

2Lk Sreas 2 R 235000 R 4000.00 i R 4000.00 168 R 2200000
Show VAT v 15 Total R 59200.00
VAT R 3830.00
Grand Total R 63080.00

The user may click on the Back to Step 2 button to make any changes to the products included in the offer
and to rename the offer.
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The user may choose the correct offer to view from the offer dropdown list.

: Offer: 4 o%lect Offer : y
Q Previous Offer 4-Option 1 v Mext Offer 0

Offer Gross Profit © 12400 Heading: (Option 1 Quote Gross Profit - 74000
Offer Total © 59200 Include Offer in Potential Value? # Quote Total © 242400
Include Ofier Total in Quote?
Include Line Values on Quote? &

No. of Quoted ltems: 2 Continue to Step 3 o
c . . . . Alt.
ode Description Qty Price Disc.% Marrative GP% Pic
This printer is availablz in the
Delete Cani Cannon G400 2 R 3400.00 a fiollowing colours: Pink, Red, 28 Pic
Blue.
Delete 2019PPINKELK Black Tub - Printing Press 3 = 4000.00 o 18 Pic

The user will then be able to make changes to the products and rename the offer appropriately, in this
example the offer could be renamed “Option 4”.

Click on the Continue to Step 3 button to continue with the quote process. On Step 3 of the quote process
the user can make changes to the quantities, narratives, and pricing of the products by clicking on the Edit
link next to the products.

o Balk to Step 2 (Add ltems) Recalculate Terms | Select Offer: |4:0p v | | Copy this Offer | Save & Preview Cuote o

# Product Description Oty Cost Price Disc% MNet.Price GP% Total Att
EditDelete 1 Cani Cannon G4400 5 R 2500.00 R 2400.00 0 R 2400.00 26 R 27200.00
This printer is available in the following colours: Pink. Red, Bluse

- 2018PPIMK

=A% # Black Tub - Pri 2 o = 125, ) ) ¥ 00
Edit Delete 2 5\ S rinting g R 3350.00 R 400000 O R 400000 18 R 32000.00
Show VAT 4 |15 Total R 59200.00
VAT R 8230.00
Grand Total R 63080.00
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11.6 Copy Quote Function- Step 3 of the Quote Process

Users can copy a quote from one company to either the same or another company, and then decide to
keep the currency and exchange rate the same or change it before copying.

This can save a user time when a customer asks for the same quote in another currency, customers have
recurring similar orders or if different customers ask for similar quotes.

On Step 3 of the quote process, click on the Copy Quote button.

tf\: Quote Details - STEP 3 | Save & Exit | | Copy Quote

Quote Details * Required Fields

Quoted By | Michele Bester v | Quote No/Date | 1152

Company | Vodacorm | * Valid For Days

Contact | Nicola Potgieter Ms - Branch Manager v | * g Expires on 28/02/2020

Quote Status |Quote Stage v|* Follow up Activty | Quote Follow Up v |

Quote Description | Commercial Printers | Follow up Date | 19/02/2020

Exp Order Date 28/02/2021 Show Rebate? ] Show Discount? [

Probability % |D | | Edit Cover Letter | | Linked Docs | {T:;:l:-:g;ne ofer O

Delivery | | Price List Row Shading Quote incl vAT? (]

PaymentTerms | v | Doc Heading Ll Rand v

Template |J0hannesburg v | Terms Set |Standard Terms S+ | ROE | Rand v ||1 |

Approval Mar. | Thabanjalo Shang v | App. Status | Approval Requires v | Approval Note | |

a Back to Step 2 (Add Items) | Recalculate | | Terms | Select Offer :| 1:0p ~ | | Copy Offer | sz PEE'E;; 2
# Product Description Qty Cost Price Disc% Met.Price GP% Total Att

Heidelberg Five
dit Delete 1 HEI Colour Offset 1 R 71000.00 R 90000.00 0 R 90000.00 21 R 90000.00
Printing Press

m

On the next page, the user can either keep the Company Name as is or use the magnifying glass to select a
different company and contact to copy the quote to.

Copy Quote

Quote Details * Required Fields m

Copy Quote No: 1152 From Currency: Rand

Copy From Customer: Vadacom

Copy to Customer: |V0dacom s
Contact: | Nicola Potgieter Ms - Branch Manager v | &

You can choose to change the output currency and/or exchange rate for this new quaote.

Currency to Quote: Exchange Rate o Use:
Copy Quote

The Currency to Quote and Exchange Rate can also be changed, before clicking on the Copy Quote button.
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After clicking on the Copy Quote button, the user will instantly be directed to Step 3 of the NEW quote
copied. The user will see the Quote Number has changed and can continue to edit the quote as required.

Py
W

Quote Details

Quote Details - STEP 3

* Required Fields

Quoted By | Michelle Bester v|
Company |\-’odacom | o
Contact | Micola Potgieter Ms - Branch Manager ~ | ]

Quote Status | Quote Stage v

| Commercial Printers |

28/02/2021

Probability % |D | | Edit Cover Letter | | Linked Docs |

Quote Description

Exp Order Date

Delivery | | Price List

v | poceasing

v | Terms Set |Standard Terms S+ |

Payment Terms |

Template | Johannesburg

Approval Mar. |Th0banja|o Shang+ | App. Status | Approval Require: + |

dBaCk to Step 2 (Add ltems) | Recalculate | | Terms | Select Ol’fer:|1:0p bt | | Copy Offer |

| Save & Exit | | Copy Quote |

Process Order

Quote No/Date 1291

Valid For Days
Expires on 28/02/2021

Follow up Activity | v

15/02/2021

Show Rebate? [

Follow up Date

Show Discount? [

Combine Offer
Totals?

Row Shading

Quote incl vaT? [J

ROE [Dollars v ||145 |

Approval Note | |

Save & Preview .

Quote
# Product Description Qty Cost Price Disc% Net.Price GP% Total Att
Heidelberg Five
Edit Delete 1 HEI Colour Offset 1 USE1000.00 uUss 620690 0 USs 6206.90 -1044 USS 6206.90

Printing Press

After editing the NEW quote, the user can either click on the Save & Preview Quote or the Save & Exit

button.
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When a quote is generated without raising an opportunity first, the system will automatically create an

opportunity with a link to the quote.

Quick Create~ Home Activities~ Leads Contacts~ Companies~ Opportunities~ Jobs» Assets~ Reports~ System Setup™ Financials> List Manager~

appeinmers [ e opporcniies
Task yortunities List Views @p 04 NewOpportunity
Company Opportunities Kanban
Contact Filter Ally I New Quote I v
Lead ny ‘ Opportunity Name }:I ‘ Sales Staff | Pot. Value | Quote No v‘ Exp.Order
Opportunity Il Il I || Il .
Job azer End Of year Special - Combo Jack Horkheimer  Dylan Cooke-Tonnesen 35000 1962 31/12/2023 ~
Failer Makers End OF year Special Dylan CT Dylan Cooke-Tonnesen 45000 | 1961 31/12/2023
- atch test ROE Brad Pitt Alistair Barker 0 1959 31/12/2023
e
1ot atch Colour printers Peter Gelden Alistair Barker 300 1881 31/12/2023
Send Email
mp Street printers for Paper piant Channing Tatum  Alistair Barker 28750 1954 31/12/2023
Cycle
Vehicle Services 2in 1 out Monday Fred Johnson  Michaela Newey 9000 | 1953-1 31/12/2023
onian |_aroe Molume Printing aly Bonth Michelle Bester 195450 1950 31/12/202.

Clicking on the Edit Quote button will open the quote to edit or preview as required.

r

Edit Opportunity

Sales Staff*  alistair Barker v Opp No
Company® | Acrobatch

. Quote Expiry

Contact Peter Gelden Mr - sale v - Date

E- T +27 11 447 5575 Product*

GC: 084 444 4444

[ Updatel [ Cancel l

1881 | Edit Quote |Created By Alistair

Barker

13/12/2023

HPBI - HP Ink Blue - 650
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11.8 Process Order Function- Step 3 of the Quote Process
Once the client has accepted the quote, the user may create Current Products (Contracts) as well as a Job
from the Quote Line Items.

This can be done by clicking on the Process Order button on Step 3 of the Quote process.

‘;L_' Quote Details - STEP 3

®

Cuote Details * Required Fields Process Order

Quoted By Wichelle Snyders v Quote No/Date | 1150-1 [7
Company Grass Gardens * \alid For 14 Days

Contact Greaqg Ellis Mr | * \; Expires on

Quote Status Sold v Follow up Activity | Cluote Fallow Up v
Quote Description |8 Office Printers Faollowr up Date

Exp Order Date Show Rebate? Show Discount®
Probatility % 10 Edit Cover Letier Linked Docs %’Jt;”lz';e B

Delivery 2 - Jweelks Price List:  [Mone) Row Shading ¥ Quoteincl VAT?
Payment Terms 30 Days ¥ | DocHeading |Order Form gf::?w 1 Rand r|[1 Racaiculate
Template Johannesburg ¥ | Terms Set | Standard Terms S v ROE Rand v |1

Approval Mgr. Michelle Snyders ¥ | App. Status |Approved v Approval Note

Q Back to Step 2 (Add ltems) | Recalculate | | Terms | Select Offer:| 1:0p ¥ | | Copy this Offer | Save & Preview Quote 0

e

—
i)
-

" Process QOrder

Please select the applicable line items on this quotation to be processed. Cancel |
Grass Gardens Quote:1150-1
Job Team: Main Team v Customer Order No: 123456
Job Type: Printer Maintenance ¥ Job Date: [14/02/2020 [~]
Create Job |
|Description
1
No Product Descripfion Narrative Gty Price JobNo Contract #
14 Cani Cannon G4400 —I_"is- printer is available in the following colours: 8 B 3400.00 Fo s
Pink, Red, Blue. _—
1.2 2019PPINKELHElack Tub - Printing Press 2 R4000.00 Create
2
No Product Descripfion Narmrative Gty Price JobNoe Contract #
2.1 EFTM Epson TMaSIV & R5000.00 Create
2.2 21 9PPINKBLMBlack Tuk - Printing Press £ R4000.00 Create

To Create a Current Product (also known as an Asset or Contract) — click on the Create link on the right-

hand side of the product. (The user will be directed to the Current Product page with the relevant details
populated)

To Create a Job Card tick all the line items that were purchased (or require installation) and then click on
the Create Job button.

For the job card, the following fields at the top of the page would also need to be populated:
o Job Team: the team the job card should be allocated to.
e Job type: the type of Job the Job Card should be created as.

e Customer Order No: the Order number provided by the customer (could be a standard order number).
e Job Date: the date the Job should be created for.
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11.8.1 Current Product Created
Once a Current Product is created, the user will be directed to the page below. The user can enter the
outstanding information on this page before clicking on the Update button.

Edit Current Product

l Update H Update & New

[ Transfer H Cancel ]

& Previous l2 of 13 l Next — l

Sales Staff [Michelle Bester vl Agreement Status: |Active v| [own +]
Company: Adams&Adams Agreement Type: | 12 Month V|
Contact: |Gladyce Moore - 4 Daventry Strv | * Agreement Number: |1202 |
Location: 4 Daventry Street Lynnwood Manor 0081 ZA
Quote Ref: 1202 [ View Quote l Agreement Start: uzmzfzum End: usfuz;zuza
Product: |Cannon G4400 §O. Service Details: Annual Escalation Date: 011'051'2022
Serial Number: |120231 ~ Service Call Cycle?:
Asset Number: | | Service Frequency: Months
Purchase Date: 14/05/2020 Price {3060 Last Service Date: uzmzzum Next: umafzum
Details: Reason Expired: v
Details Competitor: -
Payment Frequency: 1| Months
Recurring Payment: 500
Last Payment Date: 031032021 B Next: [31/03/2021
Calculate Budget
y; Paper Order pm 20 | |
Preferred Delivery D 15th v
Special Instructions: (For Jobs) |
Notes Reseller?
-
i O

(g | =

Creating Jobs from EquipmentiContract:

Default Job Type: | Printer Maintenan v | Team: | JHB Team v| Job Date: 0711212023 | |

Request Order Number for each Job?:  |No +| If not, use this Standard Order Number:  [123456 Expires on: |06/03/2022|~ |
Linked Documents Add Link
Uploaded Folder Sub Folder Sales Rep File Description File Name
06/12/2023 Client Docs Michelle Bester  1.ad86224238b3cBe16d3cTT4ecT880efe 1.ad86e24238b3c8e16d3cTT4ecTi80efe.png Dload \iew  Unlink
l Update H Update & New H Cancel l
Last Updated: 07/12/2023 Updated By:Michelle Bester

e Equipment Status: shows if the Current Product is Active, Inactive, On Hold or Lost (depending on
setup entries).

e Agreement Type: the type of agreement this Current Product is subject to.

e Agreement Start and End: the date the agreement starts and ends.

e Service Details: details of when and how often the current products should be serviced.

e Payment Details: details of how much and how often payments should be made on this current
product.

e User Defined Fields: any additional pertinent information required, defined in set-up.

e Linked Doc: an attachment can be associated with this current product. (i.e. the digital copy of the
agreement)

This current product can then be viewed/ edited from the Edit Company page.
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11.8.2 Job Card Created

Once the Job Card is created, the user will be directed to this page. The user can enter any information
outstanding before clicking on the Update button.

(©) EditJob
JobNo 1053 Logged 17/02/2020 08:37:11 Additional Information
Logged By Michelle Bester v Cust Order No 123456 Cust Ref No
Team™ | JHB Team v UDF 1
Company” Grass Gardens UDF 2
No of Open Jobs: 1 AccNo:  Type UDF3 g
Contact™ Gregg Ellis UDF 4
E: Gregg@grass.co.za T +27 121231574 C: +27 87 265 4879 UDF 5
Job Type™ Printer Maintenance v Test 1 v
O critical O ® Normal Test2 .

Asset 1150-111 - Cannon G4400

® Open O Closed int Blank
Agreement No: 1150-1

Jobh Information

Asset Noo Exp Solution Date/Time 17/02/2020 12-00 AM
Expiry Date: .
Next Service Date Date/Time Closed
Product | Can1 - Cannon G400 Invoice No & Date 1710212020
Satisfaction Rating + || Rating Comment

[ Send Quote Items to Job Card
Last Updated

_ Job Status " Booked Technicians " Fault Codes || Job Costing " Quoted lfems:
Acti -
vty Arrange Customer Visit - Send Email

MNote

4

‘ Dale Logged | Activity Description | Sales Staff | Description ‘ Attachment

Edit 25/02/2020 10:00 Presentation Michelle Bester

jobcard

This is covered in Service Training.

This Job Card and its Status can be viewed from the Edit Company page.

v @Contacts E]
Scheduled Activities E]

<

<

Completed Activities Exclude bulk mail activities E]

Cycles E]

<

~ GOpponunities New Quote E]
~ @currenl Products E]

Purchase Date  ProdID Product Description Serial No  Agr. Type Agr.No Sales Rep Expiry Date  Status Details

Delete  17/02/2020 Can1 Cannon G4400 1150-111 1150-1 Michelle Bester This printer is available in the following colours: Pink, Red, Blue

~ Jobs Open v
® (]

Job No Job Type Status Assigned To Urgency %  Date Logged Logged by Product
1053 View Printer Maintenance In Progress. Technician MNormal 33 170202020 08:37:11 Michelle Bester Cannon G4400
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In Step 3 of the Quote process, after the quote has been previewed, the Post Invoice to Sage One button

will show.
i{s Quote Details - STEP 3
Quote Details “ Required Fieids Post Invoice to Sage One | | Process Order |
Quoted By Michelle Sryders T Cuate NoilDate 3945
Company EEEYOND * iabd For 30 Days
Contact ADAM CHAPMAN MR - INTERMATIONAL £ ¥ | * =8 Expires on
Quote Status Proposal Submitted r|* Follow up Activity | CQuote Follow Up v

Quote Description Follow up Date

Exp Ordar Date Show Rebate?

Erobability % 0 Edit Cover Letter Sombine Ofir

Delivery Price List: JHB Rowr Shading Ls
Fayment Terms ¥ | Doc Heading |Quotation gljror:'_a'lcs' = Rands
Template Bryanston ¥ | Terms Set | Standard Terms ¥ ROE

Approval Mgr. ¥ | App. Status | Approval Require ¥ Approval Note

Q Back o Step 2 (Add Quota ltems) | Recalculate |

Rands

13/02/201%

Shaow Discount? ¥

Quote incl VAT?
LA Rocaiculats
¥

| Terms |  Select Offer:[1:Mc ¥ |  Save and Preview Q.uotea

Clicking on the Post Invoice to Sage One button will direct the user to the Post Invoice page.

Post Invoice

O
r

o

Please select the applicable line items for this quotation to be invoiced into Sage One.

Customer Crder No: [ &BEYOND  Quote:3945
Invoice Date 20032019 Due Date:  |zo/03/201%

Post To Sage ] Cancel | Select Al
e I:-;allect
1:Monthly License Fes
Product  Description Marrative Gty  Price Ordered
GRADEBSUPESfde B Supenvisar MOMN-SUN NIGHT 1 R 14782.20
HHR Handheld radio 1 R 110.00
2:0R: Prepaid License Feaes

Gty
GRADECTDA CFe N e TR L 1 R 113400
QuAD Quad Hike 1 R S581.1

On this page the user enters the customer order number and selects the ordered items by checking the
checkboxes next to the line items. When complete click on the Post To Sage button.

After clicking on the Post To Sage button, the user will be returned to Step 3 of the Quote Process. The
Quote Status will have changed to Sold. The accounts person will find the invoice in Sage One and would

be able to process it further from Sage One.
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12. Closing the Opportunity or Quote

To close an Opportunity/ Quote, the user must change the Status of the Opportunity to Sold, Lost or
Decided Not to Buy on the Edit Opportunity page.

Closing the Opportunity/ Quote can also be done from:
o The Follow up Activity page, by changing the Quote Status field to Sold, Lost or Decided Not to
Buy and then clicking on the Update button to save the activity and update the Opportunity.
e Step 3 of The Quote Process, but changing the Quote Status field to Sold, Lost or Decided Not to
Buy and then clicking on the Save & Exit button to save the change.

12.1 Marking the Opportunity as Sold

r )

=at Opportuniy
Sales Staff® Michelle Bester v Opp No 1151 Created By Michelle

Company™” Grass Gardens Bester
Quote Expiry Date  26/03/2020

Contact” Gregg Ellis Mr - Sales Manag EIZ| . —
J Product EPTM - Epson TM88IV E
E: Gregg@grass.co.za T +27 12 123 1574 ’
C: +27 87 265 4879 Quote Due Date  31/03/2023
Opportunity Name 5 printers- Office Quote Submitted 13/03/2020
. Date
Potential Value 9750
Order No
GP Value 3400
Date Sold/ Lost | g7/12/2023
Probability % 50
Note
Status* Sold v
NeXtACINTY | Custormer Vit - To mark the The system will
opportunity as automatically
Mext Activity Date 13/03/2020 v is fi
Sold, only the popluate this field
Expected 11/12/2023 date Sold/ Lost to the current date,
Order Date would need to this can be changed”
Ranking 0 be populated. if required.

L j
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12.2 Marking the Opportunity as Lost / Decided Not To Buy

Sales Staff*
Company*

Contact”

Edit Opportunity

Michelle Bester v

Grass Gardens

Gregg Ellis Mr - Sales Manag ~ Elz|

E: Gregg@grass.coza T +27 12 123 1574

Opp No

Quote Expiry Date

Product®

-

1161 | Edit Quote | Created By Michelle

Bester

26/03/2020

EPTM - Epson TM&8IV

BluWave CRM Training
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C: +27 87 265 4879 Quote Due Date
Opportunity Name 5 printers- Office Quote Submitted
_ Date
Potential Value 9750
Order No
GP Value 3400
Date Sold/ Lost
Probability % 50
Reason Lost
Status* Lost v
Competitor
Next Activity Customer Visit v
Next Activity Date 130312020 /
— = When marking the
Xpecie 322023 .
opportunity as Lost or
Crder Date
Decided Not to Buy, the
Ranking 0

the opportunity was lost

3110312023
1310312020
071122023
Budgst Too Low w

ostnet

user

must provide a reason why

(or

{ the client decided not to buv)./

The user may select the )

Competitor they lost
the opportunity to,
from the dropdown
list. (If the Competitor
Name is not listed, the
system admin would
need to add it to the
system setup, ensure

the name is added to
the notes field on the
opportunity in the
interim.)

-

4
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12.3 Closing the Follow up Activities linked to the Opportunity

Once the user clicks on the Update button of the Opportunity page after changing the Status field of the
opportunity, a pop-up message will ask if they wish to keep all the linked incomplete follow up activities
created for the opportunity or permanently delete those activities.

The user might wish to delete these activities, because as the opportunity/ quote is closed these activities
are now irrelevant.

To delete the incomplete linked activities- click on the OK button.

To keep the incomplete linked activities- click on the Cancel button.

I www.bluwavecrm.co.za says I

Do you wish to remove all incomplete linked activities relating to this
Opportunity or Quote?
WARNING!

? This action will PERMANENTLY delete these incomplete activities.
Are you sure?  Press OK.
(Cancel to leave them open.)
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Update the Company page after the first Opportunity

The user should update the information on the Edit Company page once the client has accepted/ declined
their first opportunity.

The following fields should be updated:

e The Category field should be changed to the Customer value (if applicable).
e The Type should be selected.
e The State should also be filled in.
e The Account Number of the customer on the accounting package should be added. (If applicable)
@ Edit Company l Update ] [ Update & New I l Cancel ]
New Note I Use Current Location l [ Select Location From r‘.-lap]
Company Name Green Leaf Account Number |E| Opened 05/02/2020
Sales Staff Michelle Bester - ‘Tax Number
Category Custamer - Website www bluwave co za El
TYPE  Siiver (3k- 10K) » Staft | 34 g M'M”’
State Active Customer . Number of Printers 23
s
Source Marketing Promation ~ Financial Year End 2020/02/29 [u] Galigle Map data ©2023 AFGIS (Pty) Ltd
Area CT Eastern Suburbs v Printer Type Band v Notes
Group Bidvest ~ MMain Application Business Card Printing v
Use
Industry Automative v
Current Supplier Epson v
Payment Terms Debit Order v
PriceList Retasil  w| Price Factor  q =
Currency To Quote Rand v [ Quote incl VAT?
v (E)contacts E]
v Scheduled Activities E]
v Completed Activities Exclude bulk mail activities E]

~

v Cycles E]

v .CurrentProducis E]
- @om (e

v o Document Management

Opportunities New Quote E]

v o Workflow

Always try to add as much information as possible to BluWave regarding the client.
Remember to click on the Update button at the top of the page to save the changes made.
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14. Practical Activity

Please use the company you have created during the training session.

The Activity will cover the following concepts:

e Raising an Opportunity. BI W

e Creating a Quote. u ave
e Completing a Follow up Activity. SOFTWARE
e Updating an Opportunity.

This exercise should be based on the user’s day to day typical sales experiences.

We recommend that you read through the whole activity before starting.
Peter has contacted you asking for pricing on some of your products.
In order to record this potential sale in your system, you will need to the following:
1. Create an opportunity, ensuring that all the fields are correctly populated.
1.1. Book a follow up telephone call for tomorrow.

The user may skip question 2 and 4 if NOT quoting from BluWave.

2. Create a quote for Peter with the following criteria:
a) 2 options to choose from.
b) At least 2 products under each offer.
c) Ensure the potential quote value reflects the offer that Peter is most likely to buy.

2.1. Remember to create a quote follow up task for tomorrow.
2.2. Email the quote to Peter.

3. During the follow up call with Peter, he requested a better price on option 2 as he wants to order
double the initial quantity you quoted him for.
Complete the Quote Follow Up activity and record the feedback (from the call you had with Peter) in
the system. (For training purposes please change the date of the Follow Up Activity that you created
for 1.1 or 2.1 to yesterday- as you cannot complete a future dated activity).

4. Update and re-send the Revised Quote to Peter.
5. After 3 days, Peter sends you an email stating that he has decided not to purchase the products from you

as he has managed to source them from another supplier at a cheaper rate. Update and close your
opportunity accordingly.
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15. Reports- Companies & Activities

In the Reports tab the user can access different reports related to Companies, Activities, Opportunities and
Leads.

All the reports will require the user to set some parameters before previewing the reports.
This also helps the user to streamline the information required on the reports.

The viewing access of the users will be determined by the user’s rights assigned to them.

Below is an example of some of the parameters required on a report as well as an explanation of the most
used functions on the preview report panel:

Completed Activities Report

Branch : Training and Implementa v | Sales Staff: Michelle Bester W Activity Type: * w
StartDate: |01/08/2021 EndDate: | 18/08/2021 Type: : v
@ Details Totals Only Billable Activities Only
Preview Report
& | 8, Page |1 of |9 (] = &

Use these
buttons to
navigate
through the
pages on the
report.

-/

This icon will This icon will open
export the the report in a new
report and window, from which
save it to the user can
your download or print
computer. the report.

A )

Once the report is previewed, the report can be Saved in the format selected from the dropdown on the

right-hand side of the panel.

Once the report is saved, the user can find the document in their downloads folder.
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Date Created Company Mame PIC/S Type Area Source

Printer Type

Branch Description : Johannesburg

Salesperson : Michelle Snyders
State : Active
11/02/2020 Captivation P Defnite Interest CT City Cenitre Cold Call

Mext Activity: 1200272020 Call for Demo

Chain

Total for State : Active 1
Total for Salesperson : Michelle Snyders 1
Total for Branch : Johannesburg 1

15.2 Activities Scheduled Report

M Scheduled Activities Report

Branch Description:  Johannesburg

Salesperson : Michelle Snyders
Activity Description : Call for Demo
12/02/2020 00:00 0 Mins Captivaticon Gary Schultz
Call to Amange Demo
Total For Activity Type : Call for Demo 1
Activity Description : Present Proposal
14/02/2020 15:00 120 Mins Captivation Gary Schultz
Present Solution
Total For Activity Type : Present Proposal 1
Total For Salesperson : Michelle Snyders
Total For Branch : Johannesburg 2
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Completed Activities Report

Branch Description:  Johannesburg
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Salesperson : Michelle Snyders
Start End Company Name Contact
Activity Description : Book Training

10/02/2020 00:00 10/02/2020 00:00  AdamsSAdams
new software training Client agreed the training should be done- book for next week

Total For Activity Type : Book Training 1
Activity Description : Telephone Call

04/02/2020 00:00 0402/2020 00:00  Training Michelle1

client wants to know if he can order in bulk as well as if it comes in bright pink
10/02/2020 00:00 10/02/2020 00:00 Green Leaf

phone to check on order Client will zend it to me tomormow

Total For Activity Type : Telephone Call 2

Total For Salesperson : Michelle Snyders 3

15.4 Overdue Activities Report

a Overdue Activities Report

Branch Description:  Johannesburg

Gladyce Moore

Mr Peter Gelden

Bobby Roots

Salesperson : Thobanjale Shangase

Company Name Contact Activity Start Date Days Overdue
BluWave Software Mr Dyian Cooke-Tonnesen Quode Follow Up 1THE2019 270

Ao Mz Stuar Lowa Customer Survey 26/08r2019 169

kitty place Caszy Darren Delivar Contract 26/0852019 169

Moloi Media MR Dylan Cooke-Tonnesen Collect Printer For Service/Repair  2T/0872019 168

Big 5 Guards Mr Kendall Lowe Cartridge Defiver/Change 2BNE2019 167

Chet Chamacals Mz Karlien Oberholster Printer Repair 2910852019 166

Explore nat MR Ronakd Durant Collect Pinter For Service/Reparr 3000872019 165

Total Overdue Activities for : Thobanjalo Shangase

Total Overdue Activities for : Johannesburg
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15.5 Companies Last Called

This report would show which companies was last called before a certain date.

Companies Last Called
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Company Name Area Type tast - Days Since
Sales Person: Michelle Bester
Macdonalds CT City Centre Small 211172018 a02
Brittan Health Care (Zwelethu Capital Medium 2711/2018 896
Imperial Logistics CT Southern Suburbs  Silver (5k - 10k) 14/12/2018 879
SANPARKS PTA Southern Suburbs Large 20M2/2018 873
Chet 05/02/20189 826
Random Comp PTA Centurion Small 08/02/2019 823
Hulettes JHB City Centre Small 22/02/2019 809
kitty place JHB Morthern Suburbs Small 06/03/2019 797
Pickle Company 08/03/2019 795
Steve Bhiko Hospital PTA City Centre Small 13/08/2019 637
Lollipop Company 11/02/2020 455
Grass Gardens 14/02/2020 452

02/04/2020 404

15.6 Travel Claim Report

The system will also generate a travel claim report based on the location of the user Face-To-Face activities.

315: Travel Claim Report By Rep and Date

Activity Date Company Name
Branch Description : Bryanston
Sales Staff :

2020-02-03 14:00 Solo Resources
2020-02-03 23:59 Office

Total For Date : 1
2020-02-11 00:00 DO TECH

2020-02-11 23:59 Office

Total For Date : 1
Total For Rep : 2
Total For Branch : 2

For Period :

01/02/2020 to 29/02/2020

* Indicates a difference of more than 1 km between the completed activity and the company.

Contact Activity

Tania Cooke-Tonnesen

BluWave Consultation
Office

Geoff Maude

Shannon De Saint Pern BluWave Consultation

Office

15.98
15.98

Avg.Dist.:
Avg.Dist.:

Distance({Km)

Cost

Rate per Km: 2.50

44 * 11.00
4.8 12.00
9.1 23.00
116 * 29.00
1.3 28.25
228 57.25
32.0 80.25
32.0 80.25
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15.7 Location Tracking

When completing a Face-to-Face activity, the system will pick up the user’s location at that time and store
it. A report can be drawn that will show the locations of all these completed activities for a specific
salesperson for a specified date.

Completed Activities Map
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16.

Reports- Opportunities & Quotes

16.1 Opportunities Issues Report

Opportunities Issued Report

Branch Description : Johannesburg

BluWave CRM Training
©BluWave Software (Pty) Ltd

Salesperson : Michelle Snyders
Product Group : Printers
Date Quote No Company & Contact Opportunity Name Product Status Potential Value GP Value
2020-02-05 1142 Training Michelle1 5 printers- Office Cannon G4400 First Demonstration R38,690.00 R10,080.00
Michelle Snyders (Left) guessing 2000 per printer
2020-02-14 1152 Vodacom Commercial Printers Heidelberg Five Colour Offset Printing Pre  Quote Stage R20,000.00 R18,000.00
Ms Nicola Polgieter
2020-02-14 11501 Grass Gardens 8 Office Printers Cannon G4400 Lost R183,200.00 RE1,600.00
Mr Gregg Ellis
2020-02-14 1151 Green Leaf B Office Printers Cannon G4400 Quote Stage R3,400.00 R200.00
Baobby Roots
Total For : Printers 4 R315,290.00 R91,590.00
Product Group : Quoted Products
Date Quote No C y & Contact Opportunity Name Product Status Potential Value GP Value
2020-02-05 1143 Green Leaf London to Germany Quoted Products Enquiry R20,000.00 RO.00
Bobby Roots sdfghjklkjhatd
2020-02-13 1149 Vodacom 5 Commodities; 3 Blended Quoted Products Negotiation R800,000.00 RO.00
Ms Nicola Potgieter
2020-02-13 1148 Green Leaf Printers- 6- Office Use Quoted Products Enquiry R12,000.00 RE,000.00
Babby Roots
Total For : Quoted Products 3 R932,000.00 R6,000.00
Total For : Michelle Snyders 7 R1,247,290.00 R97,590.00
Total For : Johannesburg 7 R1,247,290.00 R97,590.00
16.2 Quotes Issued Report
Branch Description : Johannesburg
Salesperson : Michelle Snyders
Created By Quote Quote No Company Name Potential GP Value Quote Lead Time
Date Value Submitted Days/Hours
Michelle Snyders  2020-02-05 1142 Training Michelle1 R38,690.00 R10,090.00 050272020 V] 5
5 printers- Office
2020-02-05 1143 Green Leaf R20,000.00 RO.00 i] i}
London to Germany
Michelle Snyders  2020-02-13 1148 Green Leaf R12,000.00 RE,000.00 V] i}
Printers- 6- Office Use
2020-02-13 1149 Vodacom Re&00,000.00 R0.00 V] 0
5 Commaodities; 3 Blended
Michelle Snyders ~ 2020-02-14 115041 Grass Gardens R183,200.00 RE1,600.00 14/0272020 V] i}
& Office Printers
Michelle Snyders  2020-02-14 1151 Green Leaf R3,400.00 R800.00 14/0272020 V] 3
8 Office Printers
Michelle Snyders  2020-02-14 1152 Vodacom R&0,000.00 R19,000.00 V] 0
Commercial Printers
Totals for : Michelle Snyders 7 R1,247,290.00 R97,590.00
Totals for : Johannesburg 7 R1,247,290.00 R97,590.00
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16.3 Opportunities due by Sales Staff and Status Report
Opportunities Due By Sales Staff, Status Report

For Period 01/02/2020 To 29/02/2020
Exp. Order Date Company Quote # Opp Name | Note Pot. Sale Value Prob % Exp. Value GP% GF Value
Branch Description : Johannesburg

Salesperson : Michelle Snyders

Status : Enquiry

28022020 Adams&Adams 1137 & priniers R1,500,000000 O ROO0  0.00% R0.00
Mext Action - None

28022020 BluWave Softwars 1132 RE50,000.00 O ROOD  0.54% R3,500.00
Mext Action © Service Call 18022020

29022020 Green Leaf 1143 London 1o Germarry R20,000.00 12 RZ40000 0.00% RO.00
Mext Action - Quate Follow Up 1900272030 Mote: sdiighjkighghd

29022020 Green Leaf 1148 Priniters: G- Office Use RI2,000.00 20 RZ40000 50.00% Ri,000.00

Mext Action © Quate Follow Up 1900272030

Total Opportunities Due For : Enquiry 4 R2,182,000.00 R4,800.00 RS,500.00

Status : First Demonstration

2O 20 Afrox 1038 ROOD D ROOD  0.00% RO.00
MNext Action © More

200272020 BluWave Software 1073 R1.200,000.00 O ROOD  0.00% RO.00
MNext Action © Service Call 180272020

20 kitty place 1070 RZ 50000 O ROOD  0.00% R B50.00
MNext Action © More

290272020 MTH 1038 R200,000.00 O ROOD  D.00% RO.00
Mexst Action - None

290272020 Training Michelle1 1142 & printers- Office R38,690.00 BO RINSSZ00 26.08% R10.080.00
Mext Action @ Nene Mote: guessing 2000 per printer

Total Opportunities Due For : First Demonstration 5 R1,441,190.00 R30,952.00 R14,940.00

Total Opportunities Due For : Michelle Snyders k: | R3,623,190.00 R35,752.00 R24,440.00

Total Opportunities Due For : Johannesburg 9 R3,623,190.00 R35,752.00 R24,440.00

16.4 Opportunities Won and Lost by Rep Report

Opportunities Won and Lost By Salesperson Report

For Period 01/02/2020 To 29/02/2020

Branch Description : Johannesburg

Salesperson : Michelle Snyders
Opportunity State : Decided not to buy
Status : Decided Not to Buy
Company Name Product Quote No Pot. Value GP Value Date Reason Lost Competitor
Adams&Adams Epson TMS&IV 1138-2 R32,275.00 R5,276.00 17/02/2020 Out of Budget
Total For: Decided Not to Buy 1 R32,275.00 R5,276.00
Total For: Decided not to buy 1 R32,275.00 R5,276.00
Opportunity State : Sold
Status : Sold
Company Name Product Quote No Pot. Value GP Value Date Reason Lost Competitor
Spur Steak Ranches Quoted Products 1107 R10,500.00 R4,150.00 17/02/2020
Total For: Sold 1 R10,500.00 R4,150.00
Total For: Sold 1 R10,500.00 R4,150.00
Total For: Michelle Snyders 2 R42,775.00 R9,426.00
Total For: Johannesburg 2 R42,775.00 R9,426.00
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16.5 Forecast of Revenue from Quote Lines
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First Page- shows the line items with the revenue in the relevant month the expected order date of the

opportunity was set to.

Forecast of Revenue Flow from Quote Lines
For Period May 2021 to October 2021

Company Quote # Product Oppotunity Mame Status Exp. Order No of May Jun Jul Aug Sep Oct
Date Monihs
Branch Description : Johannesburg
Balesperson : Michelle Bester
Product Group : Custom Quoting
BluWave Saftwans 1289 Acryhe Fabricabed Sigrage - Campressar Ouale Stage IDE021 1 R5,500 RO RO RO RO 2]
Niuminated Replacement
BluWave Saftware 1293 Acrylc Fabricated Sigrage - (es12 Ouale Stage MOS2021 1 R5,500 RO RO RO R RO
Murrinabéd
BluWave Saftware 1133 Extrusicn lesting outpul Ouale Stage NDE2021 1 300 RO RO RO RO L]
BluWave Saftware 1304 Aeryhe Fabricated Sigrage - safsdf Eruiry 3NDE2021 1 R1,000,000 RO RO RO AD RO
Niuminated
BluWave Saftware 1089 Extrugicn Ouale Stage MOS2021 1 RI0D RO RO RO R RO
Uit Haspital 1239 Aeryhc Fabricated Signage - 1513 Ounle Stage 3N0S2021 1 R5.500 RO RO RO Al £
luminabed
Green Leal 12111 Acryic Fabricated Signage - 2 Conmnercial Ouals Stage MDE2021 1 RIT.500 RO RO RO RO ]
Niuminated
Afrools 1035 Entrusion First 3052021 1 L] RO RO RO AD B0
Demorstration
Afrox's 1260 Extrusion Testing Quole Stage 3DE2021 1 R RO RO RO AL L]
Traiing Michelle 1336 Acryic Fabricated Signage - lestga Ouals Stage MDE2021 1 R5,500 RO ] RO [ L]
Nurrinabéd
Total Product Group : Custom Quoting R, 040,800 RO RO RO RO RO
Product Group : Ink Cartridges
Training Michelle 1334 XL Yellora Ik = 920 yEsy Ouate Stage 3N0E2021 1 RS0 RO RO RO L)
Mauniain Range 123z XL Yellow Ink - 920 & Pririer- Private CQuale Stage Ios2021 1 Fas0 RO RD RO RO RO
Lise
MCE Comstructions 1240 XL Yellow Ink - G20 Ouale Stage Ms2021 1 F&s0 RO RO RO R RO
BluWave Saftwane 1133 Black Tub - Printing Press  testing output Ouale Stage HOE2021 1 RE, 000 RO RO RO RD RO
Steam 12761 WP Ink Blue - 650 Printers - 2 Private  Ouale Stage Ms2021 1 R30 RO RO RO R R
Steam 12761 HP Irik Blue - 650 Printers - 2 Private  Quale Stage 3052021 1 R0 RO RO RO Al o)
ADT/Fidelity 1528 HP Inik Pink - G50 Printers- 2 CQuale Stage Ios2021 1 L] RO RD RO RO RO
Argle Amarica 1283 HP Irik Pirk - G50 {eeit it Ouale Stage MOS2021 1 R3O0 RO RO RO Rl RO
ADTIFideity 1328 Yellorw Tub - Priring Press  Printers- 2 Ounle Stage 3N0E2021 1 Re.000 RO RO RO Al )
ADTFidelity 1328 Yellow Tub - Prirting Press  Prinbars- 2 Ouale Stage MOS2021 1 RA,000 RO RO RO Rl RO
1 May 2021 Page 1611
On the last page of the report a summary of the forecast per product group will show.
For Period May 2021 to October 2021
Company Quote # Product Oppotunity Name Status Exp. Order No of May Jun Jul Aug Sep Oct
Date Months
Unitas Haspital 1300 Winyl Cutier Blade lest 4 Quole Stage Mos2021 1 a0 RO RO RO RO L]
Replacament (10 x 680%)
Teatirg 1210 Vinyl Cutter Blade 1=t B30 Endquiry 3NDE2021 1 RE0 RO R RO AD A0
Replscement (10 x 6807)
Total Product Group : Vinyl Products R1,51Z RO RO RO RO RO
Total Salesperson:  Michelle Bester R3202475 ~ R3TED0  RITEN0  RATEND  RWEN0  RTE00
Branch Description : Johannesburg
Product Gl'l'.'ll.lp Totals
Product Group May Jun Jul Aug Sep Oct
Custom Quoling R1,045.900 RD RO RO RO RO
Iri. Cartridges R244 435 RD RO RO RO RO
Mise lems R4 RO RO RO RO RO
Papes R18,035 RD RO RO RO RO
Printers R1,677 804 R37.600 R37.600 R37,600 R37.600 RIT.E00
Ouated Products R2,360 RO RO RO RO RO
Wiyl Products R1512 RO RO RO RO RO
Tatal R3,202,175 R37.600 R3T.600 R37,600 R37,600 RiT.800
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17. Appendix
17.1 A- Quote Example- Format 1

Quotation

Quote No: 1150-1 Date: 14/02/2020

Acc No: Valid for: 14 Days

Tz Grass Gardens Address:

Att: Mr Gregg Ellis

Tel: From: Michelle Snyders

Fax: Tel: 011462 6871

Cell: Cell: 074 586 3506

Email: Gregg@grass.co.za Email: mibpsnyders@gmail.com
Dear Gregg

Re: 8 Office Printers

We thank you for the opportunity afforded us to quote you on the Lazer Business Equipment. (Quote Header
Paragraph)

Option 1
Description Qty Price Total
Cannon G4400 8 3,400.00 27,200.00
This printer is available in the following colours:
Pink,
Red,
Blue.

Black Tub - Printing Press 8 4,000.00 32,000.00

No Offer Total is
showing- Settings
were selected to
exclude this Total.

Pagelof3
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No Line Price
Totals is
showing-
Settings were
selected to
exclude this
Total.

Quotation No: 1150-1
Option 2
Description Qty Price Total
Epson TM88IV 8
=
-
=
-
Black Tub - Printing Press 8
TOTAL (Ex VAT) : R 72,000.00
VAT : R 10,800.00
Total: R 82,800.00
Option 3
Description Qty Price Total
HP MFP m277dw 8 6,500.00 52,000.00
TOTAL (Ex VAT) : R 52,000.00
VAT : R 7,800.00
Total: R 59,800.00
Option 4
Description Qty Price Total
Cannon G4400 8 3,400.00 27,200.00

This printer is available in the following colours:
Pink,
Red,
Blue.

23 March 2020
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Quotation No: 1150-1
Option 4
Description Qty Price Total
Black Tub - Printing Press 8 4,000.00 32,000.00
GRAND TOTAL (Ex VAT) : R 242,400.00
VAT : R 36,360.00
GRAND TOTAL: R 278,760.00
Deposit
50/50
Cancelling
NO
Currency of the Quote The Grand Total will
This quote is done in the following currency: Rand only show if selected

to show on Step 3 of
the Quote process.

Rate of Exchange
This quote is done using the following rate of exchange: Rand 1.00 = Rand 1.00

ROE
R 1.00 = Rand 1.00

Should you require any further information, please do not hesitate to contact us on (011) 462 7456 (Quote
Footer Paragraph)

Michelle Snyders

Implementation Consultant

074 586 3506

mibpsnyders@gmail.com

23 March 2020 Page 3 of 3
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Version Date Updates

e Updated the Cycles Heading.

e Updated the Diary Planner Heading.

e Added the Copy Quote Function.

e Updated the Order of the Quote Automation Process.
SM0018.7 11/05/2021 e Addeda fgw more examples of Reports available and moved all

the reporting to the back of the manual.

e Updated the Closing of an Opportunity Heading.

e Added the Post To Sage Heading.

e Updated the System Process Overview with new page numbers.

e Update the Practical Activities.

e Added the Contact Profile Keywords function.
SM0018.8 11/08/2021 e Updated the Reports explanation.

e Updated the List of other available manuals.

e Corrected sentence mistakes.
SM0018.9 03/09/2021 e Updated Practical Activity 2.

e Added & Updated the Content and Images as per the new
SM0018.10 30/09/2023 release screens.

e Removed the Content no longer applicable.
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