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Exo Business CRM

Use Exo Business CRM to keep track of:
e Activities
e Contacts
e Companies
e Opportunities
e Sales Team Budgets
e Marketing Campaigns

You can also:

e Set up pricing and discounting details.

e Create Sales Orders.

« Edit Sales Orders if they have the status Not Processed, Quotation, Standing Order, or
Layby.

o Create and edit stock items, including One-Off Stock items.

e Use Bills of Materials.

o Use the serial number and batch number searching and tracking functions.

Note: You cannot process Sales Orders, supply stock, or raise invoices from Exo Business CRM.

The Exo Business CRM interface makes extensive use of Dashboard widgets, enabling you to tailor the
interface to each user’s needs.

Outlook Integration

Exo Business CRM integrates with Microsoft Outlook for the two-way synchronisation of Contacts and
Activities. If Outlook is not installed, all integration functions are disabled.

Note: Synchronisation with Microsoft Exchange Server is not supported.

Quick Add Widgets

You can use Quick Add functions to create Activities, Companies, Contacts, and Opportunities. You can
open records and complete them later.

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



Exo Business CRM

CR Opportunity Cuick Add — O >
File Help |
| Save & Exit Cance
Contact Quick Add = I -
First Mame: | Subject: l
Last Mame: * | Cnmpan}r:* |
Phone: - | Contact: |
Email: | Due Date:  [20.04.2020 E-
Estimate: | 0.0
Save & MNew
W
Save & MNew

Maotopartz.co.nz

Licensing

The Exo Business CRM module requires separate licences to run. You use one CRM licence when you log

into Exo Business CRM.

You can add CRM features, such as creating and editing Opportunities, to menus in Exo Business Core.
When you do that, CRM-specific functions are enabled throughout Exo Business — for example, the
Opportunities tab is enabled in the Debtors and Creditors windows. Authorised users can manage the end-
to-end process in Exo Business without switching between the core and CRM modules. However, doing so

uses a core licence and a CRM licence.

If an employee starts Exo Business Core module and CRM features have been added but a CRM licence is

not available, they can quit or run Exo Business with all CRM features disabled.

CRM-specific menu items are marked in the Menu Designer, to avoid users inadvertently using CRM

licences by mistakenly adding CRM function to a core menu:

Menu ltem )4
Procedure: Opportunities
Caption: |D|:||:n::|r1:|.|nities |
Parameters: | |
ShortCut: Mone w | Icon: Mo Icon >
[5]4 Cancel

**This is an EXO CRM feature. Adding any CRM feature to your EXO Business menu will require
a CRM licence in addition to your EXO Business licence™*

Why do I get this message?




My Day

The My Day view displays when you start Exo Business CRM. It provides an overview of the any upcoming

Activities and Opportunities.

R BRA A MYOB Exo CRM - Demo Mode [}
File Account Transactions Reports Utilities Setup Window Help
Menu Favourites 3 i 2 : Education
| MyDay Activities  Opportunities Stock Sales Budgets  Reports Dashboard  Campaigns Centre
Search: X —_—
| Layouts: Default | v {2 E = Y
Recent ¥ Activity Search v X Recentitems v X
| = & E7a) Views: v ] Today A~
Favourite Actions ¥ New  Refresh  Tools Qptions " |Days v () SERVER - AUCKLAND
: = -(§) AUCKLAND OFFICE PC
PR 7 EXO BUSINESS ADMIN ACCOUNT Fz:q ALLPARTS AUTOMOTIVE L
= L D & C PANELBEATERS
4 vr-lfz‘r‘d\'zozo L —[ff] AUSSIE SPARES v
T\ S = < >
I3 2 X
My Opportunities Due This Mo.,. = X
|2 Grid ' SQL
£ ||| seano oppoRTUNITY
§ 4 WHL AUTO PARTS
< >
My Opportunity Orders List (N... ~ X
v | Grid sQL
f
..... } SEQNO ACCOUNT
Type Status Company Name
< >
< >
Motopartz.conz | Demo ExoAdmin in

Additional tabs contain workflow menus and widgets that relate to all areas of Exo Business CRM.

All tabs use Dashboard widgets to display data.



Companies

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

CR Company Search — O x
File Help @
[ Mew Y Filter
Name: CASH SALES
Current Search Template: MNone
Wiews: | V| Extended Search [include inactive accounts
| [ s

Company Name Prirary Contact Phone Ermnail Type 2

e
MISC PURCHASES Creditor
AUCKLAND PART MART 08-527 1201 09-527 1203 PARTS@PARTMA.., Creditor
KMIGHT MICOL AUTOS 612-9827 1099 612-9827 1096 dwaner@knight... Debtor
TASHI MOTORS Men-Accol
ACE INTERMATIONAL Mon-Accou
ALL CAR PARTS 09-476 1430 09-476 1431 spares@allcar.ex... Debtor
SOUTHERM AUTOSTOP 03-439 5712 03-439 5701 GRAHAM@AUT... Creditor
AUSSIE SPARES 617-3372 2288 617-3372 22499 leigh@aussiespa... Debtor
HOWE PAMELBEATERS Mon-Accou
PANMURE AUTO TRADE SUPPLIERS 09-579 6102 09-579 6109 EQUIP@AUTOTR... Creditor
FWP AUTOMOTIVE 049-838 9799 09-838 9777 SALES@PWPAUT.., Creditor
THE CAR JUNCTION 07-5211182 07-5211181 SHELBYQUIMM... Debtor

v

< >

Muotopartz.co.nz =

Note: The Companies view can also be a separate window and a Dashboard widget that you can add

to Exo Business CRM.

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

These details display for each company:

Detail Description

Company Name The name of the account.

Primary Contact The name of the account's default Contact, if one was selected on the
account's Contacts tab.

Phone The contact details for the account.
Fax
Email
Type The type of account:
e Debtor
e Creditor

e Non Account
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Available Functions

Double click on a company to open its record.
Click the New button to create a Non Account record, which you can convert to a Debtor or Creditor later.
Right click on a company to:

e Send an email to the company

e Create an Opportunity for the company

e Create an activity for the company



Contacts

Use the Contacts tab on the Debtors, Creditors, and Non Accounts screens to create contacts and assign
them to accounts. You can also set up contacts independently of accounts from the Contacts window.

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

campaigns.

The Details and Marketing tabs contain information about your Contact. Use the Notes field on the Details

tab to make brief notes about the debtor or Contact listed here.

You can form relationships between contacts and Debtors, Creditors, Non Accounts, and staff.

You can also add the Extra Fields tab with related information about the contact like their credit card

number, birthday, and hobbies.

Contacts in Exo Business CRM

The Contacts screen in Exo Business CRM lists all of your Contacts.

Synchronising Contacts

You can export the details of Contact records to Microsoft Outlook by selecting:

EB Contacts - m} X
File Navigate Help @
D New Sa Save & Exit Cancel @ DI I % | ;g
Name: DOROTHY
Views: ‘ ‘Contact List: Find: Marketing Profile: —— [éxtended Search
~i| V_I “ { fee | Search [[Jinclude inactive contacts
[ First Name Last Name Job Title | Phone Email Mobile e
Whorory 1 T s [
] DANIEL 3780755 daniel.p@xtra.example.com
[J eowarRD 623 0035
[0 ANNE 37291
[J BRETT 379 8449
[ phillip Ball Sales 09 486 0620 digital@benefitz.example.com 025271 4600
[ Ross Manley General .., (09) 634 5212 rossm®@jenroth.example.com 025 275 6987
[ Tracey Allen Account... 09-299 8063 acc ketp ple.com
[ pon Bailey Manager 09-476 1430 donb®allspares.example.com
[J PETER BAILEY (64) 3 4770630
[ Allzn Baliot Sales 617-3372 2288 allanb@aussiespares.example.com
[ James Barry 04-385 6497 jbarry@clear.example.com 025-985 3244
[ sames BARRY 04-385 6497 JBARRY@CLEAR.example.com
[ Damryl Beasely Sales 09-527 1201 darrylb@aucklandpartmart.example.com
[] Aidan Bennett Sales 094365 8338 Aidan@Benefitz.example.com 025957353
[ Rodney Boyd Accounts 612-9440 9766 acc kel ple.com
[] Scott Brand Manager 617-3784 0254 scoth@, iepartiand, ple.com
[ lan Carbine Accounts 09-579 6102 equip@autotrade.example.com 025-630 943
[ 1an CARBINE 09-579 6102 EQUIP@AUTOTRADE.example.com N
< >
Feepeo FeeseeeeeeeeeT—

e One or more Contacts on the Contacts Search widget and choosing Selected Items > Export to

Outlook from the right-click menu, or

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

Note: You can only export individual Contacts if the Sync with Outlook option is selected on the

Details tab of the Contacts window.
When you export Contacts:

e New Contacts in Exo Business are exported to Outlook.

e Existing Contacts that have been modified in Exo Business are updated in Outlook.
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When exporting Contacts, the details of Contacts in Exo Business overwrite the details of the corresponding
Contacts in Outlook.

Note: The synchronisation options for Activities also apply to Contacts.

Contacts Master

You can view all account Contacts in the Contacts Master window. Open the window by selecting Contacts
from the Account menu.

Note: To view the Contacts associated with an account, click the Contacts tab.

The Contacts master window displays these details for all Contacts:

Field Description

First and Last Name

The contact's first and last names.

EB Contacts - m} X
File Navigate Help @
[ New v Cancel | T > ) AR

Name: DOROTHY

Views: ; Contact List: Find: Mavketin Profile: . ———— [Extended Search

aal ] Bt | II_ | et Search [T] Include inactive contacts

[ First Name Last Name Job Title | Phone Email Mobile ”
Whorory 1 T o
[ DANIEL 3780755 daniel.p@xtra.example.com

[J eowarD 6230035

[0 ANNE 37291

[ BRETT 3798449

[ phillip Ball Sales 09 486 0620 digital@benefitz.example.com 025 271 4600

[J Ross Manley General .., (09) 634 5212 rossm®@jenroth.example.com 025275 6987

[ Tracey Allen Account... 09-299 8063 acc ketp ple.com

[ pon Bailey Manager 09-476 1430 donb@allspares.example.com

[ PETER BAILEY (64) 3 4770620

[ Allan Baliot Sales 617-3372 2288 allanb@aussiespares.example.com

[ James Barry 04-385 6497 jbarry@clear.example.com 025-985 3244

[ sames BARRY 04-385 6497 JBARRY@CLEAR. example.com

[ Damryl Beasely Sales 09-527 1201 darrylb@aucklandp ple.com

[ Aidan Bennett Sales 09435 8338 Aidan@Benefitz.example.com 025957 353

[ Rodney Boyd Accounts 612-9440 9766 acc kell ple.com

] Scott Brand Manager 617-3784 0254 scoth @, i land. ple.com

[] lan Carbine Accounts 09-579 6102 equip@autotrade.example.com 025-630 943

[ 1an CARBINE 09-579 6102 EQUIP@AUTOTRADE.example.com o
< >
T B 5

Job Title The contact's job title.

Phone The contact's primary landline phone number.
Email The contact's email address.

Mobile The contact's primary mobile phone number.

Company Name The company name for the Contact. This defaults to the company (Debtor,

Creditor or Non Account) selected when you created the Contact.

Search for a Contact by entering search terms in the Search Key field and clicking the Search
button.

You can filter the list of Contacts by Contact List. You can select multiple classes.

You can filter the list of Contacts by Marketing Class. You can select multiple classes.



Contacts
e Double click on a Contact to edit it, or click the New button to create a Contact.
e Clickthe ™ button to send an email to the selected Contact(s).
e Click the ‘& button to create and send a Clarity merge letter to the selected Contact(s).
Right click on a Contact to:

e Send Email - Send an email to the Contact. This option is not available if the contact doesn't have
an email address.

e New Opportunity - Create an Opportunity for the Contact.
e New Activity - Create an Activity for the Contact.

e Selected Items > Export to Outlook - Export the details of all selected Contacts to Microsoft
Outlook. This option is only available if Exo Business CRM is licensed.

e Selected Items > Merge Letter with List - Create a merge letter to send to the selected Contacts.

e Selected Items > Add to Contact List - Select a Contact List to which to add the Contact . This
option is only available if Exo Business CRM is licensed.

Contacts Tab

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

You can add Contacts to the account, set the default Contact for the account, and create and remove other
Contacts associated with the account.

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

Field Descriptions

Field Description

Title The contact's job title.

Salutation The contact's salutation — for example, Mr, Mrs, or Dr.

First and Last Name The contact's first and last name.

Direct Phone The contact's primary landline phone number.
Mobile The contact's primary mobile phone number.
Direct Fax The contact's fax number.

Email The contact's email address.

Home Phone The contact's home phone number.

To edit a Contact, double click on the Contact's name.

Contacts Tab Toolbar Buttons

The Contacts tab is read only. To create or change Contact information, select an option from the Actions
menu:
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e Create a Contact.
e Set the selected Contact as the default Contact for this account.
e Associate an existing Contact with this account.
e Remove the Contact association.
e Send an email to the selected Contact.

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

Adding a Contact

Click the New Contact button to add a Contact.

Note: Before adding a contact, search for that contact as they might already have a record.

Entering Contacts for an Account

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

1. Inthe Debtor Account Details window or the Creditor Account Details window, click on the
Contacts tab.

2. Select New Contact from the Actions menu. The Contacts window opens:

EB Contacts = 0 %
File Navigate Help (J:]
[Z] save () Seve & Exit () Cancel [i] M ~GF K < >

Name: DOROTHY

Details

Name: || | [ JobTitle |
Company:
Contact Details Phone Numbers Flags
Postal Address: Phone: S Active
Line 1:
Line 2: Fax: \
Line 3: —
L::z 2 Mobile: ‘ I ] Opt-Out eMarketing
Home phone: | |
Postal code:
Delivery Address: Miscellaneous
Line 1: Sales person: v
ld:: ; Advert/ Source: v Setup...
Line 4:
Line 5 MSN ID: [ |  Facebook: | ]
Line s Yahoo ID: ‘ | LinkedIn:
E-mail: Skype ID: \ | Twitter:
T s

3. Enter details in the fields in this table.
2.

Field Description

Name The Contact name can be manually entered here, however it's recommended
that you use the name Check Full Name window to enter the details.




Company

Job Title
Contact Details

Postal and
Delivery
Address

Postal Code

Phone Numbers

Email

Phone

Fax

Mobile
Home Phone

Flags

Active

Sync with
Outlook

Contacts

Click on the ellipsis [...] button and select the Salutation, enter the First name
and the Last name. Click OK to enter this full name into the name field.

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

The job title of the Contact.

B-= K <>
Copy company main details

Copy company delivery address

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

e Postal Address

e Phone
e Fax
e Email

e Sales person

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

e - Exo Business hasn't attempted to retrieve details yet.

e  %- details successfully retrieved. Clicking the button again opens your
default browser, showing the location on a map. sHIFT+clicking the
button will attempt to retrieve location details again.

e %-an error occurred when attempting to retrieve details. Hovering the
mouse over the button will display a popup message indicating why the
attempt failed.

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

Complete these fields.

This option is enabled by default. If this Contact is inactive, deselect this
option.

Inactive contacts display in grey italics on the search window and on Contact
tabs.

If this option is enabled, the Contact is synchronised with Outlook whenever a
sync is performed.

10
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If this option is not enabled, the Contact is not included in synchronisation

operations.
Opt-Out Select this option if the contact has opted out of electronic marketing
eMarketing communications. You can exclude contacts with this option selected from

Contact Lists.

Miscellaneous

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

Advert/Source Select name of the advertising source through which you received this
Contact.

If one is not available in the list, click the Setup button to create one. In the
Setup Advert Types window, click New to create a Referral item, then save

and exit.

MSN ID If this Contact has account details for these messaging services, enter them

Yahoo here.

Skype ID

Facebook To view social media account information for the Contact, enter their

LinkedIn usernames or logon IDs here.

Twitter Note: The LinkedIn ID must be the numerical ID, not a user name. The Facebook

ID can be a numerical ID or a Facebook user name, if one has been set up.
3.
4. Click Save. A number of additional tabs now appear in the window. Enter Contact information in
these tabs.

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

¢ Invoices tab. Lists invoices for which the Contact was the default Contact of the Debtor
account.

e Orders tab. List any Sales/Purchase Orders associated with the Contact.

e Notes tab. Enter notes for the Contact. Use the New Note icon on the toolbar to enter a
note.

e History Notes tab. Enter history notes for the Contact. History notes are notes for which
the date and subject are also recorded. Click the New History Note icon to create a history
note.

e Docs tab. Link any documents to the Contact.

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

¢ Relationships tab. Lists any other Contacts the Contact has.

e Activities tab. Lists any tasks and appointments associated with the Contact.

11



Contacts

e Opportunities tab. This tab displays when functions from the Exo Business CRM module
have been added to the Exo Business core. It lists all Opportunities associated with the
Contact.

e Social tab. This tab displays information about the Contact from social media services.
5. Click Save.

6. To make this new Contact the default Contact for this debtor account, select Set as Default Contact
from the Actions menu.

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

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

from Account button and the details are copied here.

Contact Marketing Classes

On the Marketing tab, you can assign the Contact to your marketing classes so your marketing campaigns
are better targeted to contacts.

EE Contacts
File Mavigate Help
New Save Save & Exit (%) Cancel | [ [z 2% K ¢ » | [ Setup Marketing Classes

Mame: Philip Ball

Detaile Marketing |nvoices Orders Motes History Notes Docs  Accounts  Relationships  Activities  Opportunities  Social

Marketing Classes

[] Accounts

[] Retail Clients

[] Panel Beaters

[ Regular Service Cust
[] Brakes & Clutch

[ Overseas

[] Resellers

[ Service Garage

Select the checkboxes for the marketing classes to associate with this contact.

Setting up Marketing Classes

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

12
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EB Setup Marketing Classes — O *
File Mavigate Help @
[ New | ¢ Edit Save Cancel 1€ € >

No: 1 Name: Accounts

Marketing Classes

Mo |Description e

2 Retail Clients
Panel Beaters
Regular Service Cust
Brakes & Clutch
Cherseas
Resellers

Service Garage

(¥ == = R R R | R A Y

13

W

Motopartz.co.nz |

Click the New button to create a marketing class for the next one in the sequence.

If there are blank classes after last defined class, you should edit them. To edit an existing or blank class,
double click on the entry in the list or highlight and click the Edit button on the toolbar.

Contact Invoices Tab

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

Contacts Orders Tab

This tab lists the orders associated with the Contact.

Note: You must enable the Add debtor contact details to transactions Company-level profile setting

in Exo Business Configurator. A salesperson can be associated with Sales Orders.

Contact Accounts Tab

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

When you click on the Contact Accounts tab, this toolbar displays:
A-A 8

1. Assign the Contact to a Debtor or a Creditor.

2. Setthe contact as the default Contact for this debtor.

3. Un-assign the Contact from this account.

13



Contacts
Contact Lists

You can set up contact lists to make it easier to send bulk communications to groups of Contacts.
Select Setup Contact Lists from the Setup menu to open a list of all Contact Lists.

Click New to create a Contact List or double click on a Contact List to edit it. You can also right-click on a
Contact List and select Copy this List to create a list based on the existing one. The Details tab displays:

CR Contact Lists - O *
File Mavigate Help 1
tew | [Z] Save Save 8 Exit () Cancel

Title: Mailing List 1

Details
Title: Mailing List 1 List Type: |Contact V| @
Motes: Create Date: 21.04.2020
Created By: |E)(O BUSIMESS ADMIM ACCOUNT |~ | [ Active
Owner: |EXO BUSINESS ADMIN ACCOUNT |~ | [ Private
(1 | First Name Last Mame Job Title  |Phone Email

I e O O

£ >

Motopartz.co.nz =

This tab contains these details:

Field Description

Title The name of the list.
Notes Enter additional information about the list in this field.
List Type Select an option to determine which Contacts a user can choose when building

the list on the List Building Criteria tab:
e Contact - you can select all Contacts.

e Company - you can select Contacts that are associated with any type of
company account.

e Debtor, Creditor - you can select Contacts that are the default Contacts
for a Debtor or Creditor account.

14
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e Non Account - you can select Contacts that are associated with a Non
Account.

e Debtor Contact, Creditor Contact - you can select Contacts that are
associated a Debtor or Creditor account.

e Serviceable Unit - you can select Contacts that are set as the default
contact for a Serviceable Unit in Exo Job Costing.

e Subscription - you can select Contacts that are associated with a
subscription.

Create Date The date on which the list was created. This field is read only.

Created By The name of the staff member who created the list.

Owner The name of the staff member who is responsible for the list.

Active If this option is not selected, the list is inactive.

Private If this option is selected, the staff member can select the list from the Owner

field. If it's not selected, all staff members can select and use the list.

Click the = button to hide these details.
Contacts

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

Double click on a Contact to open the Contacts window to view or edit its details.

Right click on the list to access these options:
e [E<Delete Selected Contacts from List - removes all selected Contacts in the list.
« “Delete All Contacts from List - removes all Contacts from the list.

. B Selected Contacts Opt-Out of eMarketing - enables the Opt-Out eMarketing option for
the selected Contacts. If the Exclude Opt-Out eMarketing option is selected on the List
Building Criteria tab, the Contacts are removed from the list automatically.

Adding Contacts to Contact Lists

If you add a Contact to a list (by any method) or delete one from a list, Exo Business adds an entry to

the History Notes tab of that Contact.

You can add contacts to a Contact List from the Contacts master screen. Select one or more Contacts, then
right-click and select Selected Items > Add to Contact List.

You can also click the E button to add contacts on the Contact Lists screen. In the search window that
opens, select one or more Contacts, then click Select & Close.

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

15
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CR Contact Lists - O *
File Mavigate Help €D
New Save | Save & Exit (X) Cancel | K ¢ » M B By

Title: Mailing List 1

Details List Building Criteria

List Type: Contact

AMND  «root>
[o] ISACTIVE equals v
----- E| OPTOUT EMARKETING equals N

| press the button to add a new condition

Ay | Cler |
saL
O Segno|Salutation | Firstname Lastname Title Maobile ™
S S " S
[l Murray Shackland Sales 025-42
[l 3 Mr Trevor Danaldson Sales Manager 021-34
[l 4 Mr Timothy Jacksman Manager 021-68
] 3 Mr Rob Myers Sales 029-63
] T Mr Conner Hill Operations Manager 025-79
| 8 Mr Shelby Quinn Sales 021-6€
| 9 Mr James Barry 025-98
| 10 Mr Brian Cullen Parts Manager 021-51
| 11 Mr Mark Lawrence
v
{ >

Motopartz.co.nz r

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

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

and/or edit its details.

Select all Contacts to add to the list, then right click on a Contact and select:

e E:Add Selected Contact to List
. = Add All Contacts to List

Note: You can right click on a Contact List on the Contact Lists search window and select Refresh this

List to regenerate the list based on the existing list building criteria. This captures changes to
Contacts that have been made since the list was last generated.

Selecting Contacts via a SQL Query

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

N/ Re-Build Filter [ Preview SOL [Z Manual SOL Mode

EELECT DISTINCT(C.SEQNO), C.SALUTATIOMN SALUTATION, C.FIRSTMAME FIRSTMNAME, C.LASTNAME LASTMAME, C.TITLE TITLE,
C.DIRECTPHONE DIRECTPHONE, C.DIRECTFAX DIRECTFAX, C.HOMEPHONE HOMEPHOME, C.EMAIL EMAIL, C.MOTES MNOTE:
C.ADDRES51 ADDRES51, C.ADDRESS52 ADDRESSZ, C.ADDRESS3 ADDRESS3, C.ADDRESS4 ADDRESS4, C.ADDRESSS ADDRE:
C.POST_CODE POST_CODE, C.DELADDR1 DELADDR1, C.DELADDRZ DELADDRZ, C.DELADDR3 DELADDR3, C.DELADDR4 DEL/
C.DELADDRS DELADDRS, C.DELADDRG DELADDRG, C.ISACTIVE ISACTIVE, C.ADVERTSOURCE ADVERTSOURCE, C.SALESHK
C.COMPANY_ACCND COMPANY_ACCNO, C.COMPANY_ACCTYPE COMPANY_ACCTYPE, C.MSN_ID MSN_ID, C.YAHOO_ID YAHOO]:
C.LAST_UPDATED LAST_UPDATED, C.S5UB1 5UBl, C.5UB2 sUB2, C.5UB3 5UB3, C.5UB4 SUB4

C.5UBSs 5UBS, C.5UBG SUBG, C.SUBY7 SUBY, C.5UBB SUBB, C.5UBS 5UB9

C.5UBl1e sUBle, C.5UB11 SUB11, C.SUBl12 SUBl2, C.5UB13 SUB13, C.5UB14 SUB14

C

C

C

C

C

5

.5UB15 SUB15, C.SUBle SUBlS, C.5UB17 SUB1Y, C.SUB18 SUB18, C.SUBL9 SUBL9

.5UB28 SUBZBY, C.SUBZ1 SUB21, C.5UB2Z sUB2Z, C.SUBZ3 sSUB23, C.5UB24 SUBZ4

.SUB25 SUBZS, C.SUBZ& SUB26, C.S5YNC_CONTACTS SYNC_CONTACTS, C.LIMKEDIN LINKEDIN, C.TWITTER TWITTER
LFACEBOOK FACEBOOK, C.OPTOUT_EMARKETING OPTOUT_EMARKETING, C.CAMPAIGN_WAVE_SEQNO CAMPATGN_WAVE_SEQRK
.GEQCODE_STATUS GEQCODE_STATUS, C.FULLNAME FULLNAME

LNAME AS SALESNAME, AT.DESCRIPTION AS ADVERT_MAME, ' ' MARKETING_CLASSES

oo o R T e
ERAAT LA AL T

¥
¥
]
]
]
]
)
)
)
]
]
¥
¥
¥
M

To customise the advanced search control:

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

Clicking the Preview SQL button on the SQL sub-tab opens a new window showing the SQL query that
selects the Contacts in the Contact List:

CR — O x

[EELECT = FROM ¢
SELECT DISTINCT(C.SEQNO), C.SALUTATION SALUTATION, C.FIRSTNAME FIRSTNAME, C.LASTNAME LASTN
, C.DIRECTPHONE DIRECTPHONE, C.DIRECTFAX DIRECTFAX, C.HOMEPHONE HOMEPHONE, C.EMATL

, C.ADDRESS1 ADDRESS1, C.ADDRESS2 ADDRESS2, C.ADDRESS3 ADDRESS3, C.ADDRESS4 ADDRESS
, C.POST_CODE POST_CODE, C.DELADDR1 DELADDR1, C.DELADDR2 DELADDR2, C.DELADDRS DELAD
, C.DELADDRS DELADDRS, C.DELADDRE DELADDRG, C.ISACTIVE ISACTIVE, C.ADVERTSOURCE ADV
» CL.COMPANY_ACCNO COMPANY _ACCNO, C.COMPANY_ACCTYPE COMPANY_ACCTYPE, C.MSN_ID MSM_ID
s C.LAST_UPDATED LAST_UPDATED, C.SUB1 SUB1, C.5UBZ SUB2, C.SUB3 SUB3, C.SUB4 SUB4

» C.5UBS SUBS, C.SUB& SUBG, C.SUB7 SUBY, C.SUEBB SUB8, C.SUB2 SUBS9

, C.5UBle SUBle, C.SUB11 SUB11, C.5UB12 SUB12, C.SUB13 5UB13, C.SUB14 SUB14

, C.5UB15 SUB15, C.SUBle SUBle, C.S5UB1Y SUB1Y, C.SUB18 SUBl18, C.SUB19 SUB1S

, C.5UB2@ SUB2e, C.SUB21 SUB21, C.S5UB22 SUB22, C.SUB23 SUB23, C.S5UB24 SUB24

» C.5UB25 SUB25, C.SUB26 SUB26, C.SYMC_CONTACTS SYNC_CONTACTS, C.LINKEDIM LINKEDIN,
s C.FACEBOOK FACEBOOK, C.OPTOUT_EMARKETIMNG OPTOUT_EMARKETIMNG, C.CAMPAIGN_WAWE_SEQNO
s C.GEOQCODE_STATUS GEOCODE_STATUS, C.FULLNAME FULLNAME

s S5.NAME AS SALESNAME, AT.DESCRIPTIOW AS ADVERT_MNAME, ' ' MARKETIMG_CLASSES
FROM CONTACTS C
LEFT JOIN S5TAFF 5 OM C.SALESNO = 5.5TAFFNO
LEFT JOIN ADWERT_TYPES AT ON C.ADVERTSOURCE = AT.SEQNO

;0
WHERE (ISACTIVE = 'Y') AND (OPTOUT_EMARKETING = 'N')

You can copy the from this window and paste it elsewhere — for example, into a Grid widget or another
application.

Manual Mode
Clicking the Manual SQL Mode button on the SQL sub-tab enables you to edit the SQL statement.

Note: The advanced search control is removed from the tab if you change to Manual SQL Mode.

When you put a Contact List is put into Manual SQL Mode and save it, you can't go back to using the
advanced search.
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CR Contact Lists - O *
File Mavigate Help @
Mew E|§ave Save 8 Exit (X) Cancel E+ Eﬂ

Title: Mailing List 1
Details List Building Criteria

List Type: Contact
Grid s0L

[» Run Manual Query

FELECT * FROM (

SELECT DISTINCT(C.SEQNO), C.SALUTATION SALUTATION, C.FIRSTMAME FIRSTMAME, C.LASTMAME LASTNAME, C.TITLE
C.DIRECTPHONE DIRECTPHOME, C.DIRECTFAX DIRECTFAX, C.HOMEPHOME HOMEPHOME, C.EMAIL EMAIL, C.NOTE
C.ADDRESS1 ADDRESS1, C.ADDRESS2 ADDRESS2, C.ADDRESS3 ADDRESS3, C.ADDRESS4 ADDRESS4, C.ADDRESSE
C.POST_CODE POST_CODE, C.DELADDR1 DELADDR1, C.DELADDRZ DELADDRZ, C.DELADDR3 DELADDR3, C.DELADL
C.DELADDRS DELADDRS, C.DELADDRG DELADDRG, C.ISACTIVE ISACTIVE, C.ADVERTSOURCE ADVERTSOURCE, C.
C.COMPANY_ACCNO COMPANY_ACCNO, C.COMPANY_ACCTYPE COMPANY_ACCTYPE, C.MSN_ID MSN_ID, C.YAHOO_ID
C.LAST_UPDATED LAST_UPDATED, C.SUB1 SUB1, C.SUB2 SUB2, C.SUB3 SUB3, C.SUB4 SUB4
C.SUBS SUBS, C.SUBG SUBG, C.SUB7 SUB7, C.SUB8 SUB8, C.SUBY SUBS
C
C
C
C
C
C

.5UB1@ SUBle, C.5UB11 sUB11, C.5UB1% 5UBl1z, C.5UB13 SUB13, C.5UB14 SUB14

.5UB15 SUB15, C.S5UBl16 SUBl16, C.SUB17 SUB17, C.SUB18 SUB18, C.SUB1S9 SUB19

.SUB28 sUB2@, C.5UB21 sUB21, C.5UB2Z2 SUB22, C.5UB23 SUB23, C.5UB24 SUB24

.5UB25 SUB25, C.5UB26 SUB26, C.SYNC_CONTACTS SYNC_CONTACTS, C.LINKEDIN LIMKEDIN, C.TWITTER Tk
.FACEBOOK FACEBOOK, C.OPTOUT_EMARKETING OPTOUT_EMARKETING, C.CAMPAIGN_WAWE_SEQNO CAMPATGN_WAA
.QEQCODE_STATUS GQEOCODE_STATUS, C.FULLNAME FULLMNAME

e e e e e R e

; 5.NAME A5 SALESNAME, AT.DESCRIPTION AS ADVERT_NAME, ' ' MARKETING_CLASSES
FROM CONTACTS C
LEFT JOIN STAFF 5 ON C.S5ALESNO = 5.5TAFFNO
LEFT JOIN ADVERT_TYPES AT ON C.ADVERTSOURCE = AT.SEQNO

1aQ
WHERE (ISACTIVE = 'Y') AND (OPTOUT_EMARKETING = 'N')

Motopartz.co.nz "

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

Emailing Contacts

You can send emails to individual Contacts, groups of Contacts, or all Contacts.
To email Contacts:
1. Select Account > Contacts. The Contacts window displays.
2. Select the Contacts to email by:
e Highlighting a single Contact
e Holding the cTrL key down, then clicking the Contacts to include in teh email

e Selecting a marketing class, clicking Search, and then selecting all contacts in that
marketing class by pressing CTRL+ A

e Selecting all Contacts by pressing CTRL+ A
3. Click the Send Email to List toolbar button ( &2 ).

4. If you don't have email addresses recorded for all of the selected Contacts, a warning displays. Click
Yes.

5. A dialog displays asking to hide the CC list in the email. Click Yes to hide the email address list.
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Activities
You can set up activities in Exo Business to provide reminders and progress indicators for important events.
An activity can be:
e ATask, which is a to-do item that you must complete in a specified time frame.
e An Appointment, which is an event scheduled for a specific time.
You can access activities from:

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

e The Activity Search widget, which you can add to the Exo Business business flow menu.
e The Exo Business CRM module.

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

Creating an Activity

Click the New Activity ( L2! ) toolbar button to create a activity. Or, right click the Activity Search widget's
calendar in the time slot in which to create the activity.

The Activity Window
EB Activity - Untitled - [m] >
File
Save 8 Exit Save & Mew Save 8 Copy (X) Cancel '@' Delete G Recurrence () Mark Complete
Details!
Activity Type: Appointment w | Type: W Send Email w*| Sync with Outlook
Subject:
Company: AMERICAN EXPRESS Phone: |09 3029720
Contact: Phone: Maobile:
Job Code: Order: Order
Opportunity: Asset: Asset

Serviceable Unit:
Campaign Wave:
Label: I:‘ Mone W | Task status Mot Started Y]
Assigned To: EXO BUSINESS ADMIN ACCOUNT w | Priority: Mormal W

Assigned By: EX0O BUSINESS ADMIN ACCOUMT

Start time: 08.01.2020 v | || All day event
End time: 03.01,2020 W
Reminder: |15 minutes Show time as: |l Busy W

Note: If Extra Fields have been set up for Activities, the Extra Fields tab is enabled in this window.
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Complete these fields.

Field Description

Activity Select whether the activity is a Task or an Appointment.
Type
Type This is a user-definable classification for the activity. Select a type from the list,

or click Edit List... to create a type.

Send Email Select this option to send an email to all staff members assigned to the task
whenever the task is saved. The email is sent to all staff members selected in the
Assigned To dropdown.

Sync with Select this option to synchronise the activity with Outlook whenever a sync is

Outlook performed.

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

Company You can optionally assign an activity to a Company and/or Contact. If you assign

Contact the activity to a company or contact, it displays on the Activities tab of that

company on the Debtor, Creditor, Non Account, or Contact screen.

Note: When entering the Company name, use the search option by typing ?

and pressing TAB.

Job Code This field is only available when the Exo Job Costing module is licensed. If the
activity was created from a job, that job displays here. You can optionally specify
a job to associate with the activity.

Order If the activity was created from a Sales Order, that order displays here. You can
optionally specify a Sales Order to associate with the activity.

Opportunity This field is only available when the Exo Business CRM module is licensed. If the
activity was created from an Opportunity, that Opportunity displays here. You
can optionally specify an Opportunity to associate with the activity.

Asset If the activity is associated with an asset from the Exo Fixed Assets module, the
asset displays here. You can optionally specify an asset to associate with the
activity.

Serviceable If the activity was created from a serviceable unit, the unit displays here. You

Unit can associate the activity with a unit here.

Campaign If the Exo Business CRM module is installed, you can associate activities with a

Wave campaign wave.

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

When creating an activity from the Waves tab, the activity is associated with
the selected campaign wave.

Label Enter a label for the activity. This affects how it displays in calendars.

Priority A priority (Low, Normal or High) for the activity. Low and High priority tasks are
indicated with an icon in calendar.

Status The Status setting has predefined list entries. You can add to or edit them by
selecting the Edit List... option.
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For Tasks, clicking the Mark Complete toolbar button updates this property to

Completed.
Assigned To The Exo Business Staff members that the activity was assigned to and by.
Assigned By
% Complete This property applies to Tasks only. Enter the percentage completion by entering
a number or using the arrow controls.
Clicking the Mark Complete toolbar button updates this property to 100%.
Start Time The start and end time for the activity.
End Time
All day If this is selected, the selections for the time of day disappear as they are no
event longer valid.
Reminder If you select this checkbox, Exo Business pops up a reminder after adding a
reminder icon. You can enable or disable reminders by selecting the Enable
Reminders option on the Tools menu of the Activity Search window or the
Dashboard widget.
Show time This property applies to Appointments only. Select how to display the time for
as this activity on the Task Scheduler:
e Free

e Tentative
e Busy
e Out of Office

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

For example, setting Status to Completed updates the % Complete value to 100.

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

Activity Recurrence

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

Event recurrence X
Event time

Start: |[EEAIOW | & | End: (12:00 AM | § | Duration: |1 day v

Recurrence pattern

Daily

Recur every |1 week(s) on:
o Weekly
Sunday Monday Tuesday v Wednesday
Monthly
Thursday Friday Saturday
Yearly

Range of recurrence

Start: (08.01.2020 v | (@) Noend date
End after: 10 OCCUFFENCES
End by: 11.03.2020 W

Cancel Remove recurrence

21



Activities

Configure the recurrence options and click OK to assign this to the new or edited task. If you are editing a
task and no longer need this recurrence to continue, click Remove recurrence to remove this from the
calendar.

Activities in Exo Business CRM

The Activities view displays all Tasks and Appointments in Exo Business. You can display activities in a
simple list or in a calendar.

Note: The Activities view is a separate window or a Dashboard widget that you can add to the Exo

Business CRM interface.

List View
CR Activity Search — O *
File Help €]
[ New | £ 3 Refresh o Tools -
Subject:
View Option Views:
@) List View O Calendar View | My Activities v || Search
] Subject Type Status Company MName Contact Mame i
[]  Presentation Mew Business Deferred
[0 Followup MNew Business Waiting On Som...
v
< >

Motopartz.co.nz "

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

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

Double click on an activity to edit it.

Click the New button to create an activity.

Right click on an activity and select:
e Postpone Tasks - applies to Tasks only. Delays the activity by a specified amount of time.
e Mark as Completed - sets the activity's Status to Completed.

e Selected Items > Export to Outlook - synchronise the specified activities with Microsoft Outlook.
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Calendar View

CR Activity Search - O X

File Help @
D MNew Oﬂeﬁesh ,;P'_I'ools -

Subject: Followup
View Option Yiews:
() List View @ Calendar View  |Days w

EXO BUSINESS ADMIN ACCOUNT g
Tuesday, April 21

4 April 2020
M TW TF
03123
6B 7 8 9101
1314131617 18
2021 22 23 24 25
27 282930 1
45678

-

- -

R
PR ]
[==]
I

i 9 =

Pt

=R

(¥ R

—

O |subject Type Status Company Mame Contact Name Start Dat
Sat 30.1z

Motopartz.co.nz o

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

Appointments appear on the calendar, while Tasks for the selected day display in the section below.

Note: By default, only Appointments for the logged in user appear on the calendar. You can display

other users by right-clicking on the calendar and selecting Resources layout editor.

Double click on an activity to edit it.
You can create new activities by:
e Clicking the New button.
e Double clicking on a time slot on the calendar to create an activity at that time.

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

Setup Options

Select Setup Calendar from the Tools dropdown menu to configure options for the Calendar View:
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Calendar Options X
Wark Days: Waork Times:
A Manday [ saturday Start Time: Lal
: 3:00:00 AM
Tuesday [ sunday | IZ||
& Wednesday Enel Ime el
5:00:00 PM
kA Thursday | E'|
Friday Time Scale: |3.u Minutes w |
First Day of Week: ] show Work Time Only
| Monday e |
Time Zones:

Current Time Zone @ (UTC+12:00) Audkdand, Welington

Label : |:|

[ ] additional Time Zone : w

oK | | Cancel

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

Synchronising Activities with Outlook
Use the CRM module to synchronise activities (Tasks and Appointments) between Exo Business and
Microsoft Outlook. When activities are synchronised:

e New activities are exported to Outlook.

e New activities in Outlook are imported to Exo Business.

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

In all cases, the distinction between Tasks and Appointments is preserved — for example, activities that
exist as Tasks in Exo Business displays as Tasks in Outlook after activities are synchronised.

Note: When updating existing activities, the synchronisation process uses the most recently updated

activity as the master and copies this to the other system. If the same activity is edited in both
systems before activities are synchronised, only the most recent changes are saved.

To synchronise all activities in a specified date range:
1. Select Sync Activities with Outlook from the Tools dropdown in the Activities window.

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

3. Click OK.
To synchronise specific activities:
1. Inthe List View, click the activities to synchronise.

2. Right-click in the list and select Selected Items > Export to Outlook.

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

Activity window.

You can also:
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e Select Import Activities from Outlook from the Tools dropdown to import activities to Exo Business
from Outlook.

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

Synchronisation Options
You can control synchronisation based on settings in Outlook. Tasks and Appointments that are marked as
Private in Outlook are not synchronised.

You can use Outlook categories to control which records are synchronised. In Exo Business, use these User-
level profile settings to exclude or include a list of categories:

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

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

Examples

To set up Exo Business to only synchronise records with the category of EXO:
e Set INCLUDE or EXCLUDE CRM-Outlook categories list to Include.
e Enter EXO for the List of CRM-Outlook categories setting.

To set up Exo Business to synchronise all records except for ones with the categories Confidential or
Personal:

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

To not use Outlook categories with synchronisation operations, set INCLUDE or EXCLUDE CRM-Outlook
categories list to Exclude and leave the List of CRM-Outlook categories setting blank.
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Opportunities represent transactions that do not yet have a quote. Once complete, you can convert an
Opportunity to a quote.

You can create Opportunities for Debtors, Creditors, Non Accounts, or Contacts.

The Opportunity tab and/or toolbar buttons display on the Debtors, Creditors, Non Accounts, and Contacts
screens if Exo Business CRM features have been added to the core module's menus.

Note: Opportunities do not support foreign currency and hidden costs. Tax-inclusive pricing is

supported when converting Opportunities to Sales Orders, but not when converting them to Jobs.

Viewing Opportunities

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

CR Opportunity = u] X
File Utilities Help
[ New Sa aye & Exit sancel elete print | () Copy
Segno: 3 Subject: TRIDENT PANELBEATERS Account: 9, MARKET PARTS
Views: Find:
= ] l I Search [ Extended Search
Seqno Subject Type Lead Stage D Company Name Contact Name Probability Am A
1 MERRS LTD Sales Email Qualified D2 ALL CARPARTS 30% S
2 ABCPARTSLTD Expcrt Website Verbal Acc.. D9 MARKET PARTS
S moenT paiLseates _[:Z:]w“
4 WHL AUTO PARTS Sales Aévemse Necds Ddl DZ ALL CAR PAKTS 53 5
8 My Test Sales Existing Cu... Unqualified D15 TIMARU CAR SERVIC... m
9 Unclassified Advertise... Unqualified C6  MERCURY ENERGY 5%
v
< >

The Opportunity search view can be a separate window or a Dashboard widget that you can add to the Exo
Business CRM interface.

Creating Opportunities

To create an Opportunity:
e Click the New button on the Opportunity search window,

e Click the #° button on the toolbar of the account or Contact for which to create the Opportunity,
or

o Copy an existing one.
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EB Oppertunity

File Utilties Help

[ seve [ Save & Exit (%) Cancel

Details

Type:

Stage:

Notes:

Seqno: 1

Subject: II

Creditor:

Lead Source:

Subject: MERRS LTD

Account: 2. ALL CAR PARTS

Contact: [

I Estimate: [s0.00
[B-MeRCURY ENERGY | Quote Value:
[ | Lostvatue:
Unclassified ~ Due Date: v
Advertisement ~ Assigned Te: EXO BUSINESS ADMIN ACCOUNT |~
Unqualified v Assigned By: EXO BUSINESS ADMIN ACCOUNT
Create Date: Thu 27.02,2020

Probability: lEo ol

Campaign Wave: ‘

J Close Date:

Motopartz.co.nz

These are the fields on the Details tab:

Field Description

Subject Enter a description of the Opportunity.

Company Enter the name of the company account (Debtor, Creditor, or Non Account)
Debtor that the Opportunity relates to, or type ? and press TAB to search for one.
Creditor

Non Account

The label for this field is Company. After you select an account, the label
changes to reflect the type of account. The colour of the text also indicates
the kind of company: Debtors are green, Creditors are red, Non Accounts
are black.

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

you can

Contact Enter the name of the Contact that the Opportunity relates to. If you're
creating the Opportunity for a Contact, this defaults to that Contact.
Type Select a type for the Opportunity, or select Edit List... to create a type.

Lead Source

Select a lead source for the Opportunity, or select Edit List... to create a
source.

Stage

Select a stage for the Opportunity, or select Edit List... to create a stage.

Probability

Specify the percentage probability of the Opportunity converting to sales.
This percentage is used to calculate the Weighted Val and Weighted Est
values.

Campaign Wave

If the Opportunity is associated with a campaign wave, select the wave.

Estimate Enter the initial estimated value for the Opportunity.

Quote Value A read-only field displaying the total amount from the Quote tab.
Lost Value The difference between the Estimate and the Quote Value.

Due Date Select the date when this Opportunity is due to be completed.
Assigned To Select the Exo Business staff member who is responsible for the

Opportunity.
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Note: If the Default salesperson for converting opportunity quotes
profile setting is enabled, the salesperson assigned to the order is the

staff member when the Opportunity is converted to a Sales Order. If
the profile setting is disabled, the salesperson is assigned according to
the existing Default salesperson identification method profile setting.

Assigned By A read-only field containing the name of the staff member who created the
Opportunity.

Create Date A read-only field containing the date on which the Opportunity was
created.

Close Date A read-only field containing the current date when the Opportunity closes.

You can enter notes below the Opportunity properties.

Note: Opportunities support the Event Log function. Every change to a field in this window is

recorded in the AUDIT_TRAIL table and you can report on it.

Additional Tabs

After entering information on the Details tab, click Save. These tabs are enabled:
e History Notes
e Transactions
e Documents
e Activities
e Social

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

that the Opportunity is associated with.

The Quote tab is also enabled so you can add quote information to the Opportunity.
Copying Opportunities

To create a Opportunity based on an existing one, click the Copy button in the Opportunity search window.
The Copy Opportunity window opens:
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CR Copy Opportunity — O et
Copy From:
Opportunity no: 4
Company: 2. ALL CAR. PARTS
Copy To:
subject: |WHL AUTO PARTS |
Debtor: |2 ALL CAR PARTS |
Contact: MURRAY SHACKLAND |
Due Date: 23112006  [@~ |
Estimate: | 0.00
Options:
Duplicate quote lines Duplicate line narratives
Indude lost lines Duplicate history notes
Duplicate quote options Copy documents
Ok Cancel

These are the fields in the window:

Field Description

Copy From

Opportunity no The ID number of the source Opportunity.

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

Copy To

Subject Enter a description of the Opportunity. This is copied from the source
Opportunity.

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

Contact Enter the name of the Contact that the Opportunity relates to. This is
copied from the source Opportunity.

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

Estimate Enter the initial estimated value for the Opportunity. This is copied

from the source Opportunity.

Extra Fields

This section displays Extra Fields on the Opportunity whose Copy
field property is set to Prompt. These fields contain the values from
the source Opportunity. You can change the values in these fields.
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Options
Duplicate quote lines Select which attributes of the source Opportunity to copy to the new
Duplicate line narratives one.

Duplicate history notes
Duplicate quote options

Include lost lines Select this option to copy lost quote lines to the new Opportunity.
Copy documents Select this option to copy all documents attached to the source
Opportunity.

Click Copy to create the Opportunity. The Opportunity displays. You can edit it. You can keep the prices of

copied line items, or re-apply pricing rules to them.

Opportunity Quotes

To enter quote information for an Opportunity, go to the Quote tab.

CR Oppoertunity - MERRS LTD
Eile Utilities Quote Help
MNew E];a\re Save & Bxit @ Cancel ]E' Delete @Erint Create an Activity E_, Convert - $ @ ’[\ \l,

Segno: 1 Subject: MERRS LTD Account: 2, ALL CAR PARTS

Details Quote History Notes Transactions Documents Activities

Options :| b1 DEFAULT OPTION Setup...

O Code Description Quantity| G5T No. Cost Sell Total Markup (%) | Status
AIRFILOT2PK OVALCHROME AIR FILTER 200 DR §99.93 50.00 50.00  -100.00% QUOTE
ALARMOS SECURITY ALARM 10 DR £58.00 §73.91 §739.08 27.43% QUOTE
BATCHAD BATTERY CHARGER 30 DR s62.11 §79.20  52,376.00 27.52% QUOTE

<

Total Cost: §22438.78  Sub total: §3115.08 Markup: -86.12%
GST total: 8467.26
Total Price: §3582.34

[JHide Kit Componer

Date Cost Type ™
16.04.2020
16.04.2020
16.04.2020

Margin: -620.33%

Motopartz.co.nz "

Field Description

Group select Click the checkbox to select the line as part of a group of lines.

Narrative The & icon displays if the line has a narrative attached. Right click on the line

and select Add Narrative to add a narrative.

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

on a product.

30



EXO Business CRM User Guide

31

Description

Qty
GST No

Cost

Sell

Total

Markup %

Status

Date

Cost Type

Cost Group

Disc (%)
Gross Margin %

Supplier Name

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

A product description. This uses the description of the product from the stock
record. You can change it.

The quantity to supply. The default is 1.
Select the GST rate to use for this item.

The cost of the product. This uses the cost from the stock record. You can
change it.

The selling price of the product. This uses the selling price attached to the
customer. You can change it.

This is automatically calculated but you can't change it.

This value is automatically calculated, but you can change it.

Enter the percentage amount of the new markup, without the % sign— for
example, 112.5.

The status of this line:

e LOST

e QUOTE
e JOB

e ORDER

When a quote is converted, only lines with the status QUOTE are copied to
the Sales Order or Job. You can change the status of a quote line by
selecting Set Line Status as Quote and Set Line Status as Lost from the
right-click menu.

The status of converted lines changes to JOB or ORDER.

The date on which the transaction was entered.

This column is enabled if Exo Job Costing is installed.

Enter a Cost Type, if types are used. Type ? and press TAB to select from a list
of cost types.

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

The discount applied to the selling price of this line.
This is automatically calculated but you can't change it.
The preferred supplier for any lines that you must order. This is used when

creating purchase orders based on the lines that have the Copy to option set
to P on the quote.
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Opportunities

The preferred location to draw stock from if this quote is converted.

Kit No

When you add a kit to the quote, the lines of the kit are given a kit incidence
number that holds the components of the kit together. Lines that are not part
of a kit have the value -1.

Quote Options

This works with the Quote Options defined in the area above the grid. Use
these options to split the quote into sections.

Analysis Codes

Analysis Codes are arbitrary codes that you can assign to transactions to
group them together for sorting and reporting.

Labour Allowance

Select this option to associate a unit labour allowance with a product.

You can enter labour allowance in the Labour Allowance column and it can
also default from an extra field on the Stock Item. This value is multiplied by
quantity.

You can also add these columns to the tab:

Field Description

Sell Inc GST Sell price including GST.

GST GST value per unit.

GST Total Total line value of GST.

Total Inc GST Line total including GST.

ST The one-letter code for the line's status.

GST Rate The percentage rate of GST.

Length, Width Allow additional factors to apply to quantity. These default to 1.

and Depth

Total Qty Used with Length, Width and Depth to give the effective quantity when these
factors are multiplied by quantity.

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

Kit Code This can contain the BOM code of a kit.

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

(or Clarity reporting) to re-sequence the lines from their original entry
sequence.

Analysis Code 1
Analysis Code 2

Can be used as another coding for posting to the General Ledger.
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Showline Contains a Y or N to indicate if the line should appear on an invoice. This
applies to kit component lines where the component lines may be hidden (set
on BOM header).

Spread Defaults to Y but you can change it to N. Indicates whether or not the line is
taken into account when using the spread function to alter the quote total.

When adding lines, the checkboxes for those lines do not display until you save the quote.

Clicking Save, or Save & Exit commits the changes. Clicking Cancel cancels changes and returns you to the
search screen.

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

Converting Opportunity Quotes

You can convert an Opportunity quote to a:
e Sales Order Quote.
e Sales Order.
e Job Quote.

Note: An Opportunity must be associated with a Debtor account before you can convert it to a

quote. If the Opportunity is associated with a Non Account, you can convert the Non Account to a
Debtor before converting the Opportunity.

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

'E_>Convert' $ @ ’I\ \l,

| Create a Sales Order Quote |

Create a Sales Order

Create a Job

Note: The options are determined by the CRM Opportunity Conversion Options User-level profile

setting.

Only quote lines that have the status of QUOTE are copied to the Sales Order/Job. The status of the lines
updates to ORDER or JOB. If lines are removed from the Sales Order or Job, the lines are updated in the
Opportunity. This window displays when you close the Sales Order or Job:

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

() Closed Won
() Closed Lost

carcel

If the Mark any unconverted lines as lost option is selected, then lines on the original Opportunity that
were deleted from the Sales Order or Job are set to LOST. If the option is not selected,lines on the original
Opportunity that were deleted from the Sales Order or Job are set to QUOTE.
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Opportunity Quote Options

Toolbar Options

Change quote total - Click the $ button to alter the quoted values of lines to sum to a specified total. Exo
Business prompts for the new total.

Spread new Amount >

Enter new amount or leave blank to cancel

QK Cancel

Lines are proportionally altered by factoring based old total versus new total (the difference is spread
according to the lines original value). If you have some lines that shouldn't be altered, set the value in their
Spread column to N.

Check for Price Changes - Click the button to check quoted prices against the latest cost and selling
prices from the stock ledger. A prompt displays when copying a quote or a job or when converting a quote
to ajob.

Check Stock Level - Click the @ button to check the current levels of stock for a quotation before it is
activated as a job.

Stock Level Enquiry >
BAT127HD - CHAMPION SILVER BATTERY - 127THD
Location Physical | Free Stock| Mot forsale| Committed Back Order| ™
2Wellington 1 1 0 0 0
3.Christchurch 0 0 0 0 0
4.5ydney 0 0 0 0 0
5.WIP 0 0 0 0 0
B.TRANSIT 0 0 0 0 0

v
Forecasted for 90 days up to and including Mon 13 Jul 2020

/]\

Move line up/down - You can reorder quote lines by selecting a line and clicking the buttons to

move it up or down.

Quote Options

Details Cuote History Notes Transactions Documents  Activities

Options :| 1 DEFAULT OPTION Setup...
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By default, all lines of a job belong to the DEFAULT OPTION, which Exo Business creates for each job. When
quoting, you can include additional lines for optional extras or upgrades to the default being quoted.

To create or edit Quote Options, click the Setup button. A search screen of additional Quote Options
displays. There are no entries for a job which has no options.

Pt

CR Setup Opportunity Quote Cuote Options
File Mavigate Help €Y
D Mew Save Cancel ]E Delete [¢ € > X

Opportunity Code: 4 -WHL ALTO PARTS

No: Description:

Search

Search key: | | Search

Quote Options #| Quote Options Name

Motopartz.co.nz |

To create an option, click New. To edit an option, double click it. You can enter or change the name of the
option.

You can change the Quote Option column for each line on the Quote/Budget tab from the DEFAULT
OPTION.

Selecting or deselecting a Quote Option in the header panel includes or excludes that option from the job
totals at the bottom of the screen.

You can also use the Quote Option in Clarity reports to provide alternate quoted options within the single
job.

Right-click Menu Options

Right-clicking on a quote line displays these options:

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

Add Narrative (CTRL+N) - Use this option to add or edit a line level narrative. The narrative editing window
opens. Right click in the text area and select:

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

Set Line Status as Lost/Quote - Use this option to set the Status column for the line to LOST. If the line is

already LOST, selecting this option changes it back to QUOTE. If you right click on a kit, this option becomes
Set Kit Status to Lost/Quote, and affects all lines in the kit.
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Split line - Use this option to split a line that has a quantity greater than one into two lines. Exo Business
prompts you for the quantity to be split-off into the new line:

Split Line Cuantity X

Cluantity

QK Cancel

The remainder of the quantity is left on the original line.

Attach Line to Kit - At least one kit must exist on the job before you can use this function. When you select
this option, a screen of kit headers on the job displays. Select the kit to which to append the line. The line is
re-sequenced and added as the last line of the kit.

Remove Line (CTRL+DEL) - Select this option to delete the current line from the job. A confirmation
request displays.

Check Stock Level - Select this option to check the current levels of stock for a quotation.
Kit Functions
When you right click on a kit header or one of its components, you can select these options:

Append Component Line - Select this option to add lines from the Bill of Materials to the kit. These are
lines that have been marked as non-default and were excluded when the kit was originally added to the
job. These non-default BOM lines can be substitute items or optional extras.

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

Substitute Component Line - This option is only enabled when you right click on a component line on the
Costs tab. Select this option to choose a component item to replace the selected item.

Extra Kit information - Select this option to enter additional information about the kit.

This information is for record keeping and you can print it on customer reports. The serial does not exist in
the main stock serials list. If an asset is produced for the job and this is a serialised item, you must add the
serial number.

Copy Bill Notes - Select this option to copy the notes from the Bill of Materials setup screen into a narrative
on the kit header line within the job.

Marked Lines

The functions under Marked Lines on the right-click menu operate on the lines which have options
selected. You can select or deselect lines in the column header row. The Marked Lines submenu contains
these options:

Set Markup % - Select this option to enter a markup percentage. Exo Business adjusts the sell prices of the
selected lines.

Set Gross margin % - Select this option to enter a gross margin percentage. Exo Business adjusts the sell
prices of the selected lines.

Set Cost Types - Select a cost type to apply to the selected lines.

Set Cost Groups - Select a cost group to apply to the selected lines.
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Opportunity Stages

Opportunity Stages indicate the point an Opportunity is at in the sales cycle.

For example, an Opportunity may be at the stage of Unqualified, Qualified, Solution Defined, Proposal
Submitted, and Closed. That Opportunity could have two stages representing closed Opportunities: those
that closed after being processed to a sale (Closed Won), and a stage that represents when an Opportunity
did not result in a sale (Closed Lost). Both stages are non-active Opportunities, and probably Locked. You
can differentiate between these two Closed stages in analysis reports.

To set up Opportunity stages:
1. Select either:
o Setup > Setup Opportunity Stages from the Exo Business CRM menu, or
o Edit List... from the Stage dropdown on the Opportunity window.

The Setup Opportunity Stage window displays:

CR Setup Opportunity Stage it
File Mavigate Help '3
xj Mew Save Cancel '[m Delete [ 4 F H
Search
Search key: | | | Search |
Key Description Def, Probability| Admin | Locked |Lock Quote \Warkflow Constrair|
Unqualifed 5% ® ® = | E
Q  |Qualified 0% [ ] O] L]
M Meeds Defined 25% [ ] O] Ll
S | Solution Defined 50% [ ] |:| ]
F  Proposal Submitted 0% [ ] L] L] L]
W |Verbal Acceptance 0% [ ] O] Ll
W | Closed Wan 100% [ ] O] Ll
L |Closed Lost 0% [ L] L] L]
W
Maotopartz.co.nz |

2. Click New. Enter the details about the stage.
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CR Setup Opportunity Stage
File Help
Mew ,ﬂ Save Xgancel Delete

X
o

Key: U Description Ungualified

Details

Opportunity stage key: |U |

Opportunity stage name: |UNQUALIFIED |

Status characteristics
|:| Prevent new fransactions
[ Make opportunity read only
|:| Opportunities are complete
[] quotations read only
[ ]opportunities are archived
[]workflow Constraints Apply
|:| Opportunities are ready to invoice
|:| Opportunities are active

Def. Probability: 584 e

Motopartz.co.nz |

Field Description

Opportunity status key A unique one-character short code to represent this stage.
Opportunity status name A description of the stage — for example, Qualified.
Prevent new transactions Select this option to prevent entry of additional transactions

to Opportunities at this stage.

Make opportunity read only Select this option to disable editing of the Opportunity

while at this stage. This includes the Stage field.

Only a user who has administrator rights can modify this

Opportunity (this is determined by the User has

Opportunity Administrator Rights User-level profile

setting).

Opportunities are complete Select this option to indicate that Opportunities in this stage

are complete.

Quotations read only Select this option to lock the Quote tab to prevent changes

while the Opportunity is at this stage.
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The Quote tab is locked unless logged in as a user with
administrator rights.

Opportunities are archived

Select this option to archive Opportunities in this stage.

Workflow Constraints Apply

Select this option to specify which stages the Opportunity
can move to.

Opportunities are ready to
invoice

Select this option to indicate that Opportunities in this stage
are ready to invoice.

Opportunities are active

Select this option to indicate that Opportunities in this stage
are currently active.

Def. Probability

Select the default Probability level for Opportunities at this
stage.

3. If the Workflow Constraints Apply option is selected for a stage, click on the % button to opena
screen on which you can specify workflow stage paths.

Opportunity Stage Workflow Constraints

ped

Active Stage

Qualified

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

Description

1

Shart Desc Track Event

I

Cancel

Select the checkboxes in the Active c
to.

the Event Log.
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Sales Team Budgets

Use Sales Team Budgets if your business focuses on selling to existing clients and you manage their sales
staff by comparing actual sales to budgeted sales.

You can defined Sales Team Budgets at these levels:
e Account Group 1 and 2
e Account
e Stock Group 1and 2

e Stockitem

Setting Up Sales Team Budgets

Setting Up Sales Staff

Staff members are set up as members in Exo Business Configurator under Staff > Profile Assighnment > Staff
> Sales Team.

'l Save xgancel H 4 F H

Staff Mo: 1 Mame: BRIDGET FAIRWEATHER

Details  Authority Sales Team  OnTheGo

Has Budget

Reparting To BRIDGET FAIRWEATHER w

* -BRIDGET FAIRWEATHER
-~ DAVID CRANSTON
-+ TIM MCINTOSH

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

Select the select the sales manager to whom the staff member reports from the Reporting To dropdown
list. By default, staff members are their own managers. Specifying managers for staff members affects the
budget generation process. When you edit a budget, users can see the budgets for all staff members that
report to them. This is hierarchical. If Staff Member A reports to Staff Member B, and Staff Member B
reports to Staff Member C, then C can view the budgets for both A and B. The area below the Reporting To
option contains a tree view showing all staff members who report to the selected manager.

Setting Up Sales Years

Sales Team Budgets use the same budgeting periods as the Exo Business Analytics module. These periods
are set up in Exo Business Configurator under Admin > Analytics > Setup Sales Year.

Setting Up Budget Models

Before creating Sales Team Budgets, you must define the models that the budgets will be based on. Budget
models define the levels to budget at and the sales period to budget over.
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Select Setup Sales Team Budgets from the Setup menu to set up budget models. All currently budget
models display.

CR Budget Models = m] X
file Navigste Help 1)
1) New Save . Cencel 75 Open Budget - Update Structurs | ff Delete W 4 b M
Budget Name: Team Sudget 1
| | | Seweh
— SdesPeriod |From Date ToOate Acoount Group Account Group 2 Account Stock Groun Stock Group 2 Stock Item A
YEAR JU15/I015  28.05,3015 .05.01 ol 1% L] ] ] Ll
Team Budget 2 YEAR 015/2016  28.08.2015 (27.08.2018 & O 0 %] 0 |
Tesm Budget 3 YEAR 2016/2017  23.08.2016 27.08.2017 @] O | [l
v
) < >
Motopartz.co.nz ciil
Click New to create a model:
CR Budget Models = (] X
File Navigate Help Q

Mew | [l Save )X Cancel % Open Budget Update Structure | ff Delete W 4 b W

Budget Name: Team Sudget 2

BudgetName: (Team Budget2 ] Sudget Model

Sales Year: YEAR 2015/2016 [CJAce Group 2 [[]stock Group 2

s = [ Acc Group 4 stock Group
[[J Account [Jstock item

Budgst Periods:

(| Budget Period Name Actuals Period Last Year Actuals Period Structure Size A

| AUGUST August 2015 408
[] sePTeMBER September ... 408
ocrosz= ‘October 2015 408
(] novemeer November 2... 408
[ pecemBER December 2... 408,
[ sanuvary January 2016 January 2015 208
(] FeBRUARY _ February 2... February 2015 408
[ marcH March 2016 March 2015 08
[C] arr April 2016 Apel 2015 408
] may May 2016 May 2015 408
[ 3une June 2016 June 2015 408 v

Motopartz.co.nz i

1. Enter a name for the model.

2. Select a Sales Year to create budgets for. Choose from the sales years set up set up in Exo Business
Configurator under Admin > Analytics > Setup Sales Year.

3. Specify whether or not the budget is currently active by selecting or clearing the Active checkbox.
4. Select the levels to create budgets at by selecting options in the Budget Model section.
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Select only one option for each column. Selecting the option for one level selects all levels above it.
For example, selecting to budget by Account Group also creates budgets for Account Group 2.

You don't need to select an option from both columns. You can, for example, budget by Stock
Group only.

5. Click Save to save the budget model.

Creating and Editing Budgets

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

Select a budget and click the Open Budget button. The Budget window displays:

CR Budget . a X
File Navigate Help o
] Populate Last Year Actuals 2] Populate Actuals ] RefreshPivotGrd | 4 b ¥
SdtBudget \iew Budget
v [ZJEXC BUSINESS ADMIN ACCOL {account Grovp  Stock Group |Stock Group 2 Staff ame Last Year Actua Budget Vake A
[erec ManmiG FOREIGN ALDIO DEMO 0 0
me"r?i;‘ FOREIGN ALDIO X0 BUSINESS ADMIN ACCOUNT 0 0
[lcemo FOREIGN AUDIO GREG MANNING 0 0
FOREIGN ALDIO INTERNET SALES 0 0
FOREIGN ALDIO MALCOLM EREEN 0 0
FOREIGN BRAKES » DEMO 0 0
FOREIGN ERAKES EXO BUSINESS ADMIN ACCOUNT 0 0
FOREIGN ERAKES GREG MANNING 0 0
FOREIGN ERAES INTERNET SALES 0 0
FOREIGN BRAKES A MALCOLM BREEN 0 0
FOREIGN CAR CARE &AC.., DEMO 0 0
FOREIGN CAR CARE & AC... [EXO BUSINESS ADMIN ACCOUNT 0 0
FOREIGN CAR CARE 8 AC... | (GREG MANANING 0 0
FOREIGN CAR CARE & AC.., INTERNET SALES 0 0
FOREIGN CAR CARE &AC... MALCOLM EREEN 0 0
FOREIGN ELECTRICAL | DEMO _ 0 0
FOREIGN ELECTRICAL EXO BUSINESS ADMIN ACCOUNT 0 0
FOREIGN ELECTRICAL GREG MANNING 0 0.
< > || < >
Motopartz,co.nz

All users who report to the current user (directly or indirectly) are displayed in a hierarchy on the left of the
window. Select the options for all users to edit budgets for.

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

You can view budget data in a pivot grid on the View Budget tab. Click the Refresh Pivot Grid button to
refresh the grid contents after editing budget figures.

You can enter budget figures can be into this window, or copy and paste them into Microsoft Excel. Right
click on the column headings and select Copy to clipboard or Paste from clipboard to copy and paste data.

Note: You can edit the data that you copy to Microsoft Excel. To paste data back into Exo Business

CRM, the SEQNO column must remain the first column in the spreadsheet.
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You can set up and run marketing campaign Exo Business CRM.

Viewing Campaigns

The Campaign Search view in Exo Business CRM lists all campaigns in Exo Business. Double click on a

campaign to edit it.

CR Campaigns
File Utilties Nawigate Help

[ New Sa K < >

Segno:
Search

Views:

C 1 |

| Search ) Extended Search

Seqno Reference | Title Description

2 Q22020 Q22020

Owner Create Date Start Date |Last Updated End Date Status

EXO BUSINESS AD... 21.04.2020 21.04.2020 21.04.2020  23.04.2020 New

Estimate Cost | A

§4,500.00

e Sttt [promoting O Newel ———————————1oX0 BUSNGSS AD.. 09042020 [0n042000121042020 (16002020 New | 000

The Campaign Search view is either a separate window or a Dashboard widget that you can add to the Exo

Business CRM interface.

Creating Campaigns

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

CR Campaigns
File Utilities Help
[‘Iﬂ Save [Z Save & Exit (%) Cancel

Seqno:

Details
Reference: l
Title: i
Estimated Cost: [50‘00

Estimated Revenue: [5000

Estimated Response: |

| Start Date: [21.042020 v

| End Date: (28042020 v

] Days Remaining: 7 days

| Owner [EX0 BUSINESS ADMIN ACCOUNT [+]
| compaignType: [Marketing ™

Estimated Cost per Response: $0.00
Stage: New v

Notes:

Campaign Costs : [ li=

These are the fields on the Details tab:

Field Description

Reference

A short reference code to identify the campaign.
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Title

Campaigns

A descriptive name for the campaign.

Estimated Cost

The estimated costs of the campaign. For more advanced costing,
use the Exo Job Costing module and associate the campaign with a
job using the Campaign Costs property.

Estimated Revenue

The revenue that you estimate the campaign will generate.

Estimated Response

The estimated number of respondents for the campaign.

Estimated Cost per
Response

The value in this field is calculated automatically based on the
values of the Estimated Cost and Estimated Response fields.

Stage

The progress of the campaign from creation to completion:
e New
e In Progress
e Postponed
e Cancelled
e Completed

You can add and set up stages by selecting Setup Campaign Stages
from the Setup menu.

Notes

Additional information about the campaign.

Start Date
End Date

Use the start and end dates to specify the period over which the
campaign runs.

Days Remaining

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

Owner

The Exo Business staff member who is responsible for the
campaign.

Campaign Type

Select either Marketing or Non-Marketing from the list.

Contact who who have opted out of marketing communications
(by selecting the Opt-Out eMarketing option in the Contacts
window) are excluded from campaigns that are set as Marketing.

Campaign Costs

This field is enabled if the Exo Job Costing module is installed.
This field specifies costs for this campaign.

Note: Use the Campaign Wave field on jobs to indicate that

the job was raised as a result of a campaign wave, not that it
contains costs for a campaign.

Extra fields that you have set up display under the Notes section.

These tabs display on the Details tab when you save a campaign:

e Activities - this tab displays all activities for the campaign.

e Contact Lists - this tab displays all Contact Lists associated with the campaign. You can create
Contact Lists and add them to the campaign on this tab.

e Waves - use this tab to set up and process the communication waves that make up the campaign.

e History Notes - this tab displays all history notes for the campaign.
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e Transactions - this tab displays all transactions associated with the campaign.
e Documents - this tab displays documents related to the campaign.

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

Communication Waves

You can separate campaigns into communication waves that you can process, one after the another, as the
campaign progresses. The Waves tab on the Campaigns window displays the actions planned for a
campaign.

CR Campaigns - m] X
File Utilities CampaignWave Help @
at () Cancel | [7) Create New Wave [%]
Segno: 2
Details Activities ContactLists Waves History Notes Transactions Documents Analysis
Seqno|  Wave No| Description Communication Method Start Date  End Date  Tracker Key Optin URL Opt out URL Landing ! A
) T S O 1 N M
2 Initial Contact Bulk Activity Creation 21042020  21.04.2020
5 3 First Followup Mailshot Process 21.04.2020 21.04.2020

Setting up Campaign Waves

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

CR Campaign Wave = O >
File Help @
E|§a\re Save & Exit ® Lancel Bulk Activity

Wave No: 2

Campaign Ref: Q2 2020

Description: |Initia| Contact | Start Date:
Communication method: |BquActi\.rit_~,r Creation ~ | End Date:

Target contact lists: | V| [JProcessed

[]Complete

Fill in the details of the campaign wave:

Field Description

Campaign Ref The title of the campaign that the wave is a part of.
Description A description of the wave.
Communication Method The action that this wave performs:

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

e Bulk Activity Creation - create Tasks or Appointments
related to all members of selected Contact Lists.

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

e Social Media Post - post to the company social media
networks.
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e Export List - export the details of selected Contact Lists to
a CsV file.

e Execute External Program - run an external file or
program.

Note: You can hide communication methods using the Hide
Campaign Wave Communication types User-level profile

setting. If any of the methods listed above do not appear,
check this profile setting.

Target Contact Lists Select the Contact List(s) that the wave applies to. You can only
select Contact Lists that appear on the campaign's Contact Lists
tab.

Optin URL These fields are enabled if Mailshot Process is the

Opt out URL Communication Method. You can, for example, include one or

Landing Site more of them in the email template that this wave uses.

Tracker Key Note: The values entered for these details are stored for

each wave in the CAMPAIGN_WAVE table in the database.

Text This field is enabled if Social Media Post is the Communication
Method. Enter the text to send to social media network(s).

Start Date Enter the date range over which this campaign wave runs.

End Date

Processed Select these options to indicate the status of the campaign wave.

Complete When the wave is processed, the Processed flag is selected.

Processing Campaign Waves

Campaign waves are processed in different ways, depending on the Communication Method that you
select.

You can follow up campaign waves after they have been processed.

When processing a campaign wave that uses all communication methods except for Social Media Post, you
can regenerate the contact lists based on their list building criteria. Doing this captures changes to Contacts
that have been made since the list was last generated.

Note: This option does not appear with lists that do not use the list building criteria — for example,

lists in which all Contacts were added manually.

Mailshot Process

Click the Mailshot button to start the mailshot process for all Contact Lists selected in the Target Contact
Lists field.

Contacts in the target Contact List which have the Opt-Out eMarketing option selected are highlighted in
grey, and are not included in the communication. This only happens for campaigns with the Campaign Type
property set to Marketing.

Bulk Activity Creation

Click the Bulk Activity button to open a window in which you can enter a SQL query to run against all
Contact Lists selected in the Target Contact Lists field:
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CR Bulk Activity b O X
File Help @
Q Preview ] Pause tof [Z] Exit

Details

Activity Type: Appointment v| Type: v [4 Sync with Outlock
Subject:

Campaign Wave: Q22020 - First Communication Wave(Q2 2020)

Labek: [ niene v| Status: Not Started v

Assigned To: EXO BUSINESS ADMIN ACCO ~ | Priority: Normal v

W Assign to Sales Person

Assigned By: EXO BUSINESS ADMIN ACCOUNT

Start On: 21042020 | v [16:18aM 3

Duration: 01:00 1

Interval : 01:00 n

[] Reminder 5.minutes Show time as: |l Busy |v
|First Name Last Name Job Title | Company Name |Sales Person Phone Email A J

Race Manager KNIGHT NICOL ... GREG MAN... 612-9827 1099 dwaner@alfrednichols.ex:

|Murray Shackland Sales ALL CAR PARTS MALCOLM ... 08-476 1430 spares@allcar.example.co
| Trevor Donaldson Sales Ma... SYMONDS ST C... MALCOLM ... 09-303 6543 trev@centralservice.exam)
| Timothy Jacksman Manager TIMOTHY JACK... TIM MCINT... 03-4937598 tim@clear.example.com
Rob Myers Sales TIMARU CAR S... GREG MAN.., 03-324 6215 robmyers@timarucars.exa
|Connor Hill Operatio... D & C PANELBE... MALCOLM ... 05-832 2822 connor@hotmail.example
|Shelby Quinn Sales ALLPARTS AUT... TIM MCINT... 08-5211182 shelbyquinn@carjunction
%Jams Barry JAMES BARRY ~ DAVID CRA... 04-385 6497 jbarry@clear.example.con i
< > |

Field Description

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

Start On Enter the date and time at which to start the first activity in the
sequence.

Duration Enter how long each activity should last.

Interval Enter the amount of time between the end of one activity and

the start of the next activity.

Click Preview. The Preview tab displays a schedule of all proposed activities:



CR Bulk Activity - =} X
File Help @
v > Go Pause tof Exit
Details
Tuesday, April 21, 2020 Wednesday, Apnil 2
8:00am %:00am 10:00am 11:00am 12:00pm 1:00pm 2:00pm 3:00pm 4:00pm  |8:00am 9:00am
js]
Ey :
Og S ’ 4 April 2020 »
MTWTFSS
g5 03112345
3% 67 8 9101112
— 131415161718 19
g 3 2021222324252
g2 27282930
3 May 2020
E3 MTWTFSS
123
2§ 45678910
g 111213141516 17
i 181920212223 24
2= 252627 23 2930 31
&t

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

Execute SQL

Campaigns

Click the Execute SQL button to open a window in which you can enter a SQL query to run against all

Contact Lists selected in the Target Contact Lists field:

CR Execute SQL = (m] X
File Help @
E Exit

Type Eronsecﬁti\rlé Query. g l W
Query

[> Run Query [2] Save as Default '\7 Staff Number v Current Campaign Seqno v Current Campaign Wave Segno T" Contact Seqno

First Name Last Name Job Title |Phone Email Mobile A
Dwane Race Manager 612-9827 1099 d @alfrednich ple.com

Murray Shackland Sales 09-476 1430 spares@allcar.example.com 025-421954
Trevor Donaldson Sales Ma... 09-303 6548 trev@centralservice.example.com 021-345 344
Timothy Jacksman Manager 03-4937598 tim@clear.example.com 021-686 495
Rob Myers Sales 03-324 6215 bmyers@ ple.com 029-636 204 ¢
< >

Select the type of query to run:

o Concurrent - the query applies to the entire Contact List in one operation.

o Consecutive - the query applies to each contact in the list in turn. When you select this
option, the details of all members of the selected Contact List(s) display in the bottom pane

of the window.

Enter the SQL query into the main area of the window, then click Run Manual Query to apply the query.
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Social Media Post
Enter text for the social media post into the Text field, then click one or more of these toolbar buttons to

post the text to the relevant social media network(s):

o Facebook Post
e LinkedIn Activity
o Tweet Status

The accounts posted to are set up in Exo Business Configurator under Admin > Social Media > Setup Social
Media. The account details used to post with are configured on the Setup Social Media screen.

Export List
Click the Export List button to open this window:
CR Export List — O *
File Help @
o Export [*] Exit
Export file destination |C:1Prugram Files (x86)\MYORB Exc Business\16 April 202002 _6.C5V E |
AccMo |Mame F'rir'r'lar_-,.r Email Export| ~
2 Murray Shackland spares@allcar. example com
3 Trevor Donaldson trev@centralservice.example.com |:|
4 Tirnothy Jacksman tim@clear.example.com ]
5 Rob Myers rebmyers@timarucars.example.com ]
T Connor Hill connor@hotmail.example.com ]
2 Shelby Cuinn shelbyquinn@carjunction.example.com ]
9 lames Barry jbarry@clear.example.com ]
10 Brian Cullen parts@marketparts.example.com ]
1 Mark Lawrence marklawrence@xtra.example.com ]
12 Leigh O@'Donnell leigh@aussiespares.example.com ]
13 Terry Cotton terry@xtra.example.com ]
14 Trent Haskell equipment@trenthaskell.example.com ]
15 Owen Denton owend@clear.example.com ]
16 Harry Grant vic@victoriacars.example.com ]
W
£ >

Motopartz.co.nz I

All Contacts from the list(s) specified in the Target Contact Lists field display in the grid. Select the Export
box for all Contacts whose details to export. Right click on the column headers and choose Select visible
columns to select the columns to export. All visible grid columns, except the Export column, export to a
CsV file.

Enter the name of the CSV file to export to, then click Export. You can use the exported CSV file in third-
party applications — for example, a bulk mailing system.

49



Campaigns

Contacts in the target Contact List which have the Opt-Out eMarketing option selected are highlighted in
grey, and are not included in the communication. This only happens for campaigns with the Campaign Type
property set to Marketing.

Execute External Program

Click the Execute External Program button to open this window:

CR Execute External Program — O *
File Help @
[} Bun E] Save as Default ? Contact Seqno Exit
Carnpaign Wave : Initial Contact
Type: Lonsecutive Query w
Parameters : |
First Mame Last Name lob Title  |Phone Email (]
) Race Manager 612-9327 1099 dwaner@alfrednichols.example.com
Murray Shackland Sales 09-476 1430 spares@allcar.example.com
Trevor Deonaldson Sales Ma... 09-303 6548 trevi@centralservice.example.com
Tirmothy Jacksman Manager 03-4937593 tim@clear.example.com
Rob Myers Sales 03-324 6215 robmyers@timarucars.example.com
Connor Hill Operatio... 09-832 2822 connor@hotmail.example.com
Shelby Cuinn Sales 09-5211182 shelbyquinn@carjunction.example.com
James Barry 04-385 6497 jbarry@clear.example.com
Brian Cullen Parts Ma... 09-29% 2063 parts@marketparts.example.com
Mark Lawrence 09-497 2036 marklawrence@xtra.example.com
Leigh O'Deonnell Manager B617-3372 2288 leigh@aussiespares.example.com -
< >

Motopartz.co.nz

Select one of these options from the Type list to run the program:

e Concurrent Query - the program is run once for the entire Contact List.

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

Enter the name of the file or executable to run and any additional parameters into the Parameters field.
To run an external program, enter

"MyProg.EXE <LOGIN> <CURRENT>"

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

Note: Clicking the Campaign Wave Seqgno or Contact Seqno toolbar button adds the <CURRENT>

parameter to the end of the parameter string.
Enter a parameter with the extension .CLR to run Clarity.

Click Run to run the file or executable.
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Following up Campaign Waves

Exo Business records when and how campaign waves are processed. You can use the information when
following up on a wave after it has been processed.

When a campaign wave is processed, a History Note is added to the campaign's History Notes tab and to
the History Notes tabs for each Contact when you use one of these communication methods:

o Execute SQL
e Export List
o Execute External Program

If you select the Save copy of sent email option in the Mailshot window, Exo Business creates a History
Note for each Contact that the mailshot was sent to. A copy of the email is saved to the Documents tab on
each contact's record.

The CAMPAIGN_WAVE_AUDIT database table contains a record of which Contacts each campaign wave
was sent to. Exo Business creates an audit log for these communication methods:

e Mailshot Process

o Execute SQL

e Export List

o Execute External Program

Campaign Transactions

When Exo Business CRM is installed, the Campaign Wave field is enabled in these windows:

o Sales Orders

e Purchase Orders

« Debtor Invoices

¢ Non Accounts

o Opportunities

e Activities

e Jobs (Exo Job Costing module)

Use this field to associate all transactions for a campaign with a campaign wave. The campaign wave is
copied from transaction to transaction — for example, when converting an Opportunity to a Sales Order or
a job.

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

disable the Campaign Wave field.

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

CR Campaigns
File Utilities Help

& Exit (%) Cancel | [5]

New Save

Seqno: 2
Details Activities ContactLists Waves History Notes Transactions Documents Analysis
Layouts: Default | Ba BE-
Campaign - Invoices v X  Campaign - Sales Orders
fGrdi saL Grid sQL
SEQNO NAME

SEQNO INVNO

Campaign - Job Costing
Gnd | SQL
JOBNO JOBCODE

Campaign - Purchase Orders

Grid SQL

SEQNO NAME

Campaign - Opportunities

Grid | sQL
SEQNO DESCRIPTION

COMPANY_NAME
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