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1. System Overview

Change Password?| Log Qut?
BluWave e ‘
SOFTWARE You have 8 days left until your trial expires. Please click here to purchase

Home || Activites || leads || Contacts || Companies || Opportunities|| Reports || System Setup] Verson 10
11 1 11 1 11 11 11 ]

Home Dashboard Edit my profie

Home The Home Tab gives the user access to Appointments, Tasks, Recent
Opportunities, New Leads, Recent Companies and the Sales Pipeline.
The Calendar allows the user to navigate to any date and the Quick
Create menu is a shortcut to relevant pages in the website. The users
dashboard with a graphical summary of his key statistics is also
accessed from the Home tab.

Activities The Activities Tab allows the user to access all the pages used to
manage all your daily appointments and to-do’s.

Leads The Leads page is used for loading and editing Leads that have not
yet been qualified. Once contact is made with leads they are
converted to the Companies tab — see below.

Contacts The Contacts page allows the user to search on all contacts entered.
New contacts can also be added from this page.

This page will only show the contacts entered for Companies only and
not for Leads

Companies The Companies page is used to display and edit all relationship
information about the client. From this page you can view and edit a
client’s contact people, history of activities, scheduled activities and
sales opportunities.

Opportunities | The Opportunities page allows you to see all your active and inactive
deals. You can edit your opportunities on this page, update the sales
status, filter and sort any field in ascending or descending order.

Reports The Reports page will allow you to access all the reports available in
system. Examples of reports included are Activity reports, Opportunity
reports, Company reports and Lead Reports.

System Setup | The system setup page is used to edit and configure drop down lists to
suit their particular requirements.
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2. Home Page
When you login you will land on the Home page.
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The Home Page allows you to view appointments, tasks, and opportunities. You can also view
recently added companies a graphic display of your pipeline.

There are 3 main pages accessible on the home page: Home, Dashboard and Edit my Profile

Home
Change Password?| Log Out?
BluWave B _
SOFTWARE You have 8 days left until your trial expires. Please dick here to purchase
Home || Activiies | lesds | Contacts | Companies | Opportunities| Reports || System Setup| Vesion 1.0
11 I 11 11 11 |

Home| Dashboard|  Edit my profie|

p Search al Appointments for 14/04/2011

Search 09:00 11:00 Byron First Technologies  2nd Consuitation

Within Please Select... B 11:00 12:00 Byron BluWave Software  Present Proposal

11:00 12:00 Byron BluWave Software  Project Planning

Go to Diary Planner Todo list
\.) Quick Create

Please St au? Recent Opportunities

ABC Manufacturing BluWave 2 User Solution

BluWsve Software BluWave & User Solution
Calendar ABC Shoes BluWave 10 User Solution

< April 2014 > ABC Shoes BluWave Software 1105
First Technologies BluWave 10 User Solution

Mo Tu We Th Fr 52 Su

(3%}

Go to Opportynities
4 5 B 7 8 9 10 Y

Clicking on the hyperlinks takes you to

the respective page directly

280X 8N 1 Prime Meridian
? 3 4 5 &8 7 & MorthCliff Welders
Go to Companies

q Tasks for 14/04/2011

Byion  BluWave Software Brochure Follow up
Byion  BluWave Software Book Training
Go to Diary Planner Todo list

2 New Lead
«[ﬁ ew Leads

Greenstone Trading Tania Green

Samsung Bob Russels

Apple INC Peter Roots

ABC Computers Quin Bergh

BluWave Software Byron Cooke-Tonnesen
Go to Leads

JY Pipeline for April

Y Lt

Y First Demonstration
Y Quited 1
Y Puiatting Budget

Y tirbal Order
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Quick Create and Calendar

Home:

Activities

Home |

Dashboard |

p Search

Search

Edit my p

within | Please Select. . E

O Quick Create

Please Select.

B

Please Select. ..

Appointment
Task
Company
Contact
Lead
Opportunity
Quote

Send Email

2 6 1 8

The Quick Create Menu on the left
of the Home Screen acts as a short
cut to navigate to relevant screens
to create a new appointment, task
company, lead or opportunity

If you change the calendar date,
the Home page, Appointments and
Task Panel will reflect the selected
date
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Dashboard
Home ! Activities ]|! Leads | Contacts | Companes |L0ppomm!! Reports ”syzmm e £
Home|  Dashbosrd |
Please Select Dashboard View | Sales Representative |
p Search
Pipeline for April Leads By Source

Search

Within ﬂeajg_SE'e_ct . Cold Call: 43%
[ Google AD Wiords: 23%
.Walk in 14%

. Intemet: 14%
e Quick Create

'Please Select... El Y Lot

Y First Demonstration

Y (Quoted
Gl Y bl Order

Top 10 Opportunities for April Actual vs Target for April
[ Actual
[ Target

Spectrum Distribution R 340,000.00 20 ) N

Spectrum Distribution R32000000 10

First Technologies R32500000 10

Dismond Products R250,00000 20

Abacus Computing R24000000 50

CC Imelmann Labs R180000.00 80

CC Imelmann Labs R 100,000.00 45 )

First Technologies R10000000 20 fania

BluWave Software R 20,000.00 80

Superiave R 5,000.00 10

010000 20000 30000 40000 S0000 60000
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Edit My Profile/Change Password

This page allows the user to access their personal details and also allows them to change their
passwords. The page is accessed from either the “Edit My Profile” menu on the home page or
from the “Change Password” link on the top right of the page.

luWave

%37

SOFTWARE

Change Password?| Log Qut?

Home || Activities || Leads || Contacts || Companies || Opportunities|| Reports |[System Setup|
1L 1L 1L 1L 1L 1L 1[ 1

System Setup|  Administer Users |

p Search

Search

within | Please Select... E

L) Quick Create
Please Select... E

Calendar

< October 2011 >

Edit My Profile | Change Password | Quote Setup | Document Management |

Edit User Details and Roles

FullName | samuel User Name samuel@thirdwave.co.za
Branch Johannesburg E Date Captured 21/06/2011 14:33:24
Designation | App consultant Change Password

To Change your Password, first click on the Change Password button.

Telephone 0781112745

Cel
Active v
Emai samuel@thirdwave.co.za Wonthly Target 10000
Do you want BluWaveCRM to book appointments into your email calendar? v
Is your email calendar local (Outiook, Lotus Notes, Entourage) or Gmail? 9 |gcal Calendar (ICal) ' Gmail Calendar

Email SMTP Settings - (The SMTP seftings are used when sending emails from BluVWave CRM)

SHTP smitp.gmail.com User Name kiriinyakimathi@gmail.com
Test Email Settings Pazaword s
Roles User 4 Manager ¥ Executive Pl System Admin /) Setup
| Update Details | | Update & New ‘ | Cancel |

On this page, the user can also specify whether they want the system to post appointments to
their Email calendar. Specify whether you are using a local calendar e.g. Outlook or a web
based calendar e.g. Gmail by selecting the appropriate radio button.

Enter your Email SMTP settings, Username and Password on this page to allow sending Emails
from the BluWave CRM.

Only a System Administrator can change the following:

¢ Roles — Indicates the access levels of users
Branch- Indicates the branch the sales person is in within the company

e Active- The Administrator can use this check box to deactivate log ins for users who
have left the company.

o Monthly Target-Indicates the monthly revenue target set for the sales representative

Course 1 Page : 8



3. View Companies
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Home

Activities

Leads

Contacts

Opportunities

Reports

System Setup

Add New Company |

Use View Companies Screen to:

Wiew Companies |

e Search for the company name to view the details of that client.
e Add new Clients to the database. Note: Only Administrators can delete Clients

from the database.

Add Company

Home Activities Leads Contacts || 'Companies || Opportunities || Reports || System Setup
|
Add Company | View Companies |
Click on Add New Company to add a new prospect or customer.
p&‘g Add Company e [ e R p—
Company Name Account Number
Sales Staff Tania [v] Date Opened 13/0412011
Category Prospect E} Website </
Type [2] User Defined 1 0
State [Z] User Defined 2 0
Source E] User Defined 3 ‘3
Industry E] User Defined 4 B
Area E} User Defined 5 E]
User Defined 6 E]
{ Save ] | Save & NewJ [ Cancel }

¢ Indicate whether this Client is a Prospect or a Customer .by using the category field

e There are 6 user defined fields. These fields are indicated and set-up by your
Administrator.

o NB! Categorize a client database using the category field. Customers should be broken
down by value or potential value into for example: A, B and C type customers and VARSs

and distributors.
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View Companies
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This page allows you to see all loaded companies. You can also search for particular

companies using the filters on the far right.

Home || Activities ||
1

leads || Contacts || Companies | Opportunities|[  Reports || System Setup
11 1] | | 1

Add New Company |  View Companies |

p Search

Search

within | Please Select... B

@ Quick Create
Please Select... E

W Calendar

= April 2014 Ed
Mo Tu We Th Fr 52 3Su
28 28 30 31 1 2 3

Version 1.0

View Companies
Search Filter | All Companies
-Please Select-
All Companies
AlB|CID|E|F|G[H[I[J[KILIM|N|O|P|@|R|S|T]|U]|V]||RecentlyAdded
My Companies
Company Name Acc No Cat Type Industry Branch Companies
. N - . - . JHB - Southemn .
it Lielele ADSCUS LOMPUIIng /| u
Edit Delete Abacus Computin P B Type hemicals Suburts Tania
. . . N . JHBE -Eastern .
it Lelele Aol Manuisciunng Ayl
dit Delete ABC Manufacturin F Type Pharmaceuticals — Tania
Edit Delete ABC Shoes P Chemicals Eastern Cape Quin Bergh
Edit Delete Ajax P Chemicals Eastern Cape Benzil
Govender
Edit Delete Alex loe Cream Distributors P C Type Electronics Eastern Cape Alex
. I P - . JHB - Western i
Edit Delete BluWave Software P AType Chemicals Suburhs byron
Edit Delete CC Imelmann Labs P B Type Laboratony Eastern Cape
Edit Delete Diamond Products P AType Mining Eastern Cape
Edit Delete First Technologies P C Type Taniz
. N - . JHB -Eastern .
Edit Delete nellsrmann [yion ATy -
Edit Delste HellermannTyton P Type onstruction Cuburts Tania
123

ated

05/04/2011

05/04/2011

08/04/2011

16042011

17/04/2011

04/04/2011

05/04/2011
05/04/2011

05/04/2011

16/04/2011

Click on the Company name to edit that company or click on the Edit link.
Click on the Delete link to remove the company from the database.
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Edit Company

Edit Company l Update ] [ Cancel ] [ Print Card
Company Detall
Company Name BluWave Software Account Number
Sales Staff samuel E Date Opened 23106/2011
Category Progpect B Website 3]
Type Active Prospect (=] g
State [#] Udf2
[ ]

Source Cold Caling [#] Udf3 |
Industry Engineering E lUdf4 E
Ared Gauteng E Udfa E

Udfs v
Contacts v New
Scheduled Activities v New
Completed Activties W New
Opportunities New Quote W97 New

o Make the necessary changes to the company details and click the Update button.

e You can view the contacts, activities and opportunities assigned to this company by
clicking on the down arrow.

e You can also add new contacts, activities and opportunities by clicking on the link “New”.

Course 1 Page : 11



3.1 The Contact List

Edit Company

Company Detalil

Company Name  BluWave Software

Sales Staff Tania

Category Prospect

Type AType

State Active Customer
Source Internet

Industry Chemicals

Area JHB - Western Suburbs
Contacts

Contact Name

BluWave crm Training
©Third Wave Software (Pty) Ltd 2012

Account Number

] BT ET BT E]E]E]

Website

Date Opened 04/04/2011

User Defined 1 0
User Defined 2 0
User Defined 3 2

User Defined 4

User Defined 6

Tel

]
User Defined 5 E
]

Fax Designation

L Byron Cooke-Tonnesen Mr b=iv 01146268710 Chief Executive Officer in charge of all things to test the length of

1 Denzil Govender Mr b=l 01146268710 Managing Director

3 Quin Bergh Mr b=l 01146268710 Managing Director

[ Samuel Kimathi Mr P=iv 01146268710 General Manager

2 Sheila Welch Ms b=+ 01146268710 Sales Manager

5 Stuart Lowe Mr Bl 011462 68710 Sales & Marketing Director

7 Tania Cooke-Tonnesen Ws P2+ 01146268710 Human Resources Manager

Scheduled Activities W New
Completed Activities WV New
Nanadinibina W Alao

e Expand the Contact list by clicking on the down arrow in the same line.
e Click on the contact in order to open the contact editing form.
e Click on the new button to add a new contact.
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3.2 Edit the Contact

Q@U Edit Contact

Contact Details

Company Blu\Wave Software =

Title s First Name Sheila Initials 5 Tel 011 452 6871
Surname Welch Fax

Designation Sales Manager Cell

Category Izl Email sheila@thirdwave.co.za
Secretary

Address Details

Postal Address Physical Address

Postal Code Physical Code

Country South Africa EI Country South Africa

Last Updated Updated By

e Make your changes to the contact and click on the Update
button.
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4. Diary Planner

Change Password?| Log Qut?
BluWave ™ ,
SOFTWARE You have 26 days left until your trial expires. Please dlick here to purchase

Home Activities Leads Contacts Companies || Opportunities | Reports || System Setup Version 1.0
| |

Add new Activity | ynneﬂ To Do List|
Access the diary planner from the Activities tab.
These views show the appointments for the day in the yellow section and the tasks at
the top in the grey section. You can view your diary for a day, week or month.

Day View
The Day view shows all appointments and tasks that have been scheduled for the
particular day.

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

Pr— me woak | wesk | momn | Terewne
O Maw

I Abacus Computing - Marius Dreyer Mr - Call for Demo |

I ABC Shoes - Denzil Govendar Mr - Brochure Follow up |
07 oo

os oo

= Mg Appointment
09 oo 2w Task

Go to Today

10 oo Go to Date...

11 oo [l Bluwwave Software - Byron Cooke-Tonn Change Wiew To >

12 oo

13 =2

14 oo

15 oo

16 oo

/

e Right click on an empty time slot to create an Appointment for that time or to
create a new Task.

e Right click on a particular Appointment or Task and select “Open” to edit or
complete the particular Appointment/Task

¢ Note that the highlighted bold line indicates the current time.
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Work Week View
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The Work Week View shows all scheduled activities for the working week hence
excludes Saturday and Sunday.

04 — 08 April 2011

& Day

04 April

05 April

06 April

Week

Month Timeling

07 April

08 April

ABC Shoes - Denzil
Govender Mr - Brochure
Follow up

Bluwave Software -
Denzil Govender Mr -
Customer Survey

BluwWave Software -
Denzil Govender Mr -
Send Quote

SuperWWawve - Ross
Botha Mr - Arrange
Cust Visit

SuperWave - Ross
Botha Mr - Quote
Follow up

Abacus Computing -
Marius Dreyer Mr - Call
for Order

CC Imelmann Labs -
Diana Shaw Ms -
Present Proposal

ABC Shoes - Denzil
Govender Mr - Brochure
Folow up

07 |
08|
09|
10|
110
120
- 130
11

15 00|

Diamond Products -
Dales Son Mr - 2nd
Consultation

15 4]
17 00,

18 00,

I Bluwave Software -

|| Bluwave Software -

BluWave Software -
Denzil Govender Mr -
BluwWave Demo

ABC Shoes - Denzil
Gavender Mr - 2nd
Consultation

sent brochure - call
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Week View
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The Week shows all scheduled appointments and tasks for the week and will include

Saturday and Sunday.

4

Today

v ¥

11-17 Apri 2011

Day Work Wee@ Maonth Timeline

11 Apri

14 Apri

BluWWave Software - Sheila Welch Ms - BluWave Demo

BluWave Software - Byron Cooke-Tonnesen Mr - Brochure Follow
up

|
BluWave Software - Byron Cooke-Tonnesen Mr - Book Training

12 Apri

15 Apri

13:30 13:30

BluWave Software - Samuel Kimathi Mr - BluWWave

Demo

13:30 15:30

Bluwave Software - Samuel Kimathi Mr - BluWave

Demo

CC Imelmann Labs - Diana Shaw Ms - Send Quate

BluWave Software - Byron Cooke-Tonnesen Mr - Cal for

14:00 14:30 Order (3t site)

Show mare

13 Apri

16 Apr

00:30 01:00 ABC Shoes - Denzil Govender Mr - Cold Call (Office)

BluWave Software - Byron Cooke-Tonnesen Mr -

08:30 0:00 Arrange Cust Visit

17 April
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(D

Month View
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-- April — May 2011 Day Work Week Week lIH:I Tirmeline
Monday Tuesday Wednesday Thursday Friday Saturday/Sunday
04 April 5 5] 7 8 9
ABC Shoes - Denzil BluwWave Software - Bluwave SuperyWave - Ross SuperyWave - Ross
Gowvender Mr - Denzil Govender Mr - Software | Botha Mr - Arrange Botha Mr - Quote
Brochure Follow up Customer Survey - Denzil Cust Visit Follow up
Bluwwawve | BluWave Software - | 11:00 11:30 ﬂtr}x_rende Abacus Computing -
Software | Denzil Govender Mr - BluWWave Marius Dreyer Mr - Calll
Denzil Send Quote Demo for Order Show more
16:00 16:30 ﬂ?‘:e&?ﬁ Diamond [ Office) CC Imelmann Labs - 10
Dema Products Diana Shaw Ms -
09:30 12:20 Dales Sou Present Proposal
(Bryanstc Mr - 2nd
Consultal ABC Shoes - Denzil
Gowvender Mr -
Brochure Follow up
11 12 13 14 15 16
Bluwave Software - Bluwave First
Sheila Welch Ms - Software Technol
Bluwave Demo - Samuel . . - Byron
b 13:30 15:30 Kimathi 09:00 11:00 hoke M
acus Mr - 2nd
qu';?up;"t" Bluwave Consulcal
14:20 16:00 Dreyer M Demo
2nd Bluwave 17
Consulal Software
- Samuel
13:30 15:30 Kimmathi
Mr -
Bluwave
Demo
18 19 20 21 22 23
Bluwave Software -
Byron Cooke-
Tonnesen Mr - Call
far Demo
24
25 26 27 28 29 30
01 May
2 3 4 3 (=} ra
a8
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Timeline View

The Timeline view will show all scheduled appointments and tasks for a Ten day period.

14 - 23 Apri 2011 Day | Work\Week | Week | Month
14 April 2011 - 18 April 2011 18 April 2011 - 24 April 2011
14 Thu 15 Fri 16 Sat 17 Sun 18 Man 19 Tue 20 Wed 21 Thu 22 Fri 23 5at
BluWave cC ABC BluWave Phonatic Phonatig Test -
Software - || Imelmann Shoes - Software - - Tania Tania Test
Byron Labs - Denzil Byron i Crookes||#) Crookes | Testing
Cooke- Diana ||1) Govende Cooke- ||~ BlWave ond ||~ Mr-
Tonnesen || Shaw Ms- Mr - Cold Tonnesen Demo (2 Consultat]|  BluWave
Mr - Send cal Mr - Call for phonatice Demo
Brochure Quote (Office) Demo BluWave
Folow up Software
[——— Bluwave Bluwave ABC Shoes - Denzil - Byron
Bluwave Software Software o Govender Mr - 1 Cooke-
Software - - Byron - Byron Deliver Contract ' Tonnese
Byron © Cooke-|| - Cooke- Mr -
Cooke- Tonnese v Tonnese Abacu Phonatics BluWWave
Tonnesen Mr - Call Mr - Computin - Tania Demo
Mr - Book for Orde Arrange i) Marius| ) Crookes -
Training (at site) Cust Visi " Dreyer M Call for
2nd Order
Consuftat
Shaw more Show more

5. Managing your Activities
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BluWave crm can automatically post your appointments into your default email
calendar program.

BluWave CRM is compatible to any calendar program that has ICalendar support
E.G. MS Office Outlook, Novell Groupwise, Google calendar, Yahoo calendar, Windows
calendar, Microsoft entourage, Facebook etc

Each user can specify if he would like his BluWave crm appointments posted to his
Calendar. If this function is activated by the user then your customer can also be invited
(he will receive an emailed invitation). At booking time the user can elect NOT to invite
the customer.

To activate this function, check the tick box shown below under system setu

Vi BluWave Change Pafsword?

Log Out?

Home || Activities || Leads |[ contacts || © ies || Opportunities|| Reports || System Setup |
11 1[ 1[ 1[ 1[ 10 i) 1
System Setup | Administer Users | Edit My Profile | Change Password | Quote Setup | Document Managemeant |
SO search Edit User Details and Roles
Search -
Full Name samuel User Name samuel@thirdwave.cp.

within | Please Select... |Z|

Branch Johannesburg |Z| Date Captured 21/06/2011 143374
Designation | App consultant Change Password

O Quick Create To Change your Password, first click on thg Change Password button.
Telephone | 0781112745

Please Select... |Z| ’

Cel
Calendar i
Email samuel@thirdwave.co.za Monthly Target
< October 2011 E @ L
Mo Tu We Th Fr Sa Su
26 27 28 29 30 1 2 Do you want BluWaveCRM to book appointments into your email calendar?
3 4 5 § 7 8 9 Is your email calendar local (Qutlook, Lotus Netes, Entourage) or Gmail? @ Local Calendar (ICal) ) Gmail Calendar
10 11 12 13 14 15 18
17 18 19 20 21 22 23 Email SMTP Settings: (The SNTP settings are used when sending emails frem BluWave CRM)
24 25 26 27 28 29 30 SMTP smtp.gmail.com User Name kirinyakimathi@agmail.com

#1 2 3 45 86 Test Email Settings Password  |sessesses

Roles User Manager Executive System Admin Setup
[ update Detals | [ updateanew |

Adding Appointments/ Tasks
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Click on Add New Activity to schedule a task or appointment

Home cliviies || Leads | Contacts || Companies || Opportunities|| Reports || System Setup|
— 1 1L 10 11 1] 11 10 ]
Add new Activity|  Diary Planner|  ToDolist|  Send Email|

p Search 15 Edit Appointments [ s | [Ussmeanes | [ conen
Search
sitin Please Select B Appointment Detailz * = Required Fiels
o= St samuel B% Click on this search button to
— ABC Shoes '0: search for the company.
L) Quick Create
Contact Sheila Welch mr * /Invite Contact?
Please Select . E B
0112345674 0R24140130  sheilefshersdacozs
Location 18 Curzon Rd Bryanston View Map

Calendar Activity Quote Follow up B *

< October 2011 > Task?

Mo Tu We Th Fr Sa 84| cpppee 18/10/2011 14:00

B9 AN 12
- T T T T e .
14551 g g [OmE 18/10/2011 [+ [00:00
101112 13 14 15 18
TEBNN DB Note Follow up QuoteNo: 1003
UL BAAN
#1234 3568

£
Completed?

Update ‘ | LImste&Nem" | Cancel

e M Invite Contact? — This option defaults to “On”. If on the system will send an
appointment invitation to your customer that he can accept into his calendar
software — supports most email clients including MS Outlook, Lotus Notes, Gmail
and any other. If you do not wish to send an appointment invitation to your customer
then uncheck this box.

The “View Map” link opens up Google Maps to locate the physical address.

Select the company and contact person the activity relates to.

Type the location of the activity.

Select the type of Activity

Tick the task box if this is a task and not an appointment. This will disable the Time

fields. If this is an appointment, select the date and time.

e [ Task? Please note that if you indicate that this activity is a Task, the system will
NOT post this activity to your calendar, nor will the client receive a meeting
invitation.

e Type a note for the activity if required.

e Click on the save button. If you wish to create another activity click on the save &
New button.
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¢ Follow the below steps to post the appointment to your calendar.
tesd || comacts | Gompanies | Opportuntis]|_eports_| [Sysem seue]

I To Do List |

=2

Appeintment Details * = Required Figlds

Add Aprintments [ sawe | [[saveanew | [ cancal |

Sales Staff: Tania ~|

I
Message from webpage M

Company: ABC Manufactun_'

Lrriss Sheila Welch Ms; . Activity Saved Successfully, Please check your Appointment download

Location 18 Curzon Rd Br_) on the taskbar

Activity BluWave Demo |
e B
Start Date 22/07/2011

End Date [22/07/2011 [~] |10:00 B

Note: Take Projector - presentation for sales team o
Completed D
[Ewe 7] [ save&New | [ GCancal |

Check your Appointment download on the taj{s_kbar

SR Calendar Testing Co Brown Brown

ABC Manufacturin Quoted Products ABC Computers Quin Bergh
< July 2011 >
ABC Manufacturin Product A Greenstone Tradin Tania Green
Mo Tu We Th Fr Sa. Su Abacus Computing Product B Ssmsung Bob Russels
27 28 29 30 1 2 3 Apple INC Peter Roots

Go to Leads

(- BluWaveCRM - Home - Windo... | /= http://server/DownloadMeeting...
et o Click this Popup

e R Form in your
Windows Taskbar,

W —

Click Download
Meeting Request

Tasks for To

ents for Today

e
Customer Survey
Quote Follow up Denzil ABC Manufacturing
Service Csll Sheila ABC Manufacturing
call Byron  BluWsve Softwsre
BWsve Softwere  Send Quote
Go to Diary P JTo do list Go to Diary Pl
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Save appointment in calendar

For Internet Explorer, save appomtment as below

& BluWaveCRM - Home - Windows Internet

Ilm»l

@ @ http://server/DownloadMeeting... | = | |

4

%|“f|

T |

=

| 15j Download Meeting Request

Companies HoPpnrm.iliesH Reports Hsyslnms.m.p!

Clle “Open"

0% of DownloadMesting.aspx from server Compl
ik

nents for 1

cof

/A_zs

P oods File Download

/ / ler2iom]

s Computing .
pe=emeutin Do you want to open or save this file?

feve Scftware

m Quick Create

T711:20 12:00 Byron

BluWave Software

MName: appointment.ics
iCalendar File, 60:

From: server

lsve Softwars

Type:

Go to Diary Planner To dof

Calen

Please Select...

dar

July 2011

We Th

pre']

5

o |

=]

hﬁj Recent Opportunitiqy

Save Cancel

i - 1 While files from the Intemet can be useful, some files can potentialy
= ABC Manufacturing cuctdl @ ;\aa:: m;rﬁlcem‘}l\?#:tfs l{g:si:;nm trust the source, do not open or
ABC Manufacturing Produl e
B Abacus Computing Frodul ——
2 3 T hooie e
] Go to Opportunities Go to Leads

For Google Chrome, save appointment as below

BluWaweCRM - Home

e :

T R s

Change Passworn

' Click on this

appointment

Go to Diary Planner

is ks for Today
on

New Leads

Pipeline for July

y -
L C M | @D server/Home.aspx
& BluWave Production & BluWave Developme... w» Metwork Status e Managed Dedicated ... 4 Google
BluWave
SorFTWARE
Home |[  Activities || Leads || contacts |[ cCompanies || Opportunities || Reports
1L 1L 1L 1L ] [ ] [ 1
H Dashboard ||~ [
i i & server/DownloadMeeting.aspx - Google Chrome ="
(@ server/DownloadMeeting.aspx
p Search
Search -
" = 15 Download Meeting Request

within | Please Sele J L

@ Quick Crefl

Please Select_ |

-»
Calendar Testing Co

- mezo"’ ABC Computers

= R ) Greenstone Trading

Mo Tu We Th Fr ] appoirffment (25).ics i E3J Show all downloads... 3 Sameun

27 28 28 30 1 = = Apple INC

4 5 & ¥ 88 9§ 10 1 Go to Opportunities Go to Leads

11 12 13 14 15 16 17

—

18 19 20 21 22 23 24 R

el — Rl it Recent Companies r

25 26 27 28 28 30 31 ».J

Tastinm ©m

TS for Ovder

To do list

Brown Br
Quin Ber
Tania Gr
Bob Russ
FPeter Ro
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Accept the Meeting

The following Meeting Request will open and when you Accept it will be in your
Calendar.

& BluWaveCRM - Home - Windows Int

| & htipy//server/Do

"v

ing... |

MEIEAEIL

Pal+)

ny

] —

@ Download Meeting Request

“Accept”

-
J@I'H 9 3 & - )= ABCManufacturing -

~BluWave Demo - Meeting o |

3

| Meeting

|
o 3 = ) ¥, | dFn En
? [ Reply to All x @ j e v ﬂ 2y :E':ted = E._?_f

a2

Once

Please Select...

Calendar

July 2041

“ Quick Create

Accept, ive Decline = Delete MMove to Calendar Other Categorize Follow Mark as Meeting
| kg Forward Folder Actions = - Up~ Unread | L& Select~ Motes
Respond Actions Options Find OneMote
The has not ted a resp for this meeting.
Canflicts with another appointment on your Calendar.
From: donotreply@bluwave.co.za Sent: MNone
Required: shela@thirdwave.co.za
Optionak:
Subject: ABC Manufacturing - Sheila Welch Ms - EluWave Demo J
Location: 18 Curzon Rd Bryanston
When: 22 July 2011 09:00 AM-10:00 AM.
Description:
-
From: Tania 011 4564323 El
Client Cell: Tel: 011 567 2234
Note: Take Projector - presentation for sales team
-
| TestingcCo

Acéepted close the download form to continue with your BluWave system.

x][t

|l

. L

G & http:/fserver/DownloadMeeting... E [ — h | = | 4 |
N

~_Close the

15 Download Meeting Request

download

oo | et s |siemse form...

<

Please Select...

Calendar

July 2011

Mo Tu We Th Fr

=]

=

S5a Su

T OneR e T T T B B semar:  Sen Gucte

iments for Today Tasks for Today
Eads Customer Survey
45 Computing Quote Follow up Denzil ABC Manufacturing Quote Follow up
jve Scftware Service Call Sheila ABC Manufacturing Quote Follow up
fve Scftware Service Call Byron  BluWave Software Quote Follow up
Go to Diary Planner To do list Go to Diary Planner To do list

{ e ]
@s Recent Opportunities | % New Leads

Testing Co Brown Brown
ABC Manufacturing Quoted Products ABC Computers Quin Bergh
ABC Manufacturing Froduct A Greenstone Tiading Tania Green
Abacus Computing Product B Samsung Bob Russels
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Faster Acceptance of Appointments in Google Chrome

You can reduce the number of clicks required to accept an appointment via Google

Chrome Web Browser by changing the following setting:

Click here to open a

q & server/DownloadMeeting.aspx - Google Chrome

E] | S|

—

menu and select

Fian . Y P _
(&) server/DownloadMeeting.aspx

from the menu

=

:

: “Always open files of

a] Download Meeting Request

this type”

/\

i appeintment (26).ics s E3 show all downloads... 3
a -y Open
1 - ABC Manufacturing Always open files of this type
= ABC Manufacturing
Fr Sa Su Abscus Computing Show in folder
1 2 3
Cancel
2 9 10 Go to Opportunitii

\ Now when you click

G server/DownloadMeeting.aspx ...

—

B | S

(“'\ .
) server/DownloadMeeting.aspx

download meeting

=

request the system
will go directly to the

E} Download Meeting Request———"
' \\Accept form below

LE
q oo = T o ABC Manufacturing - Byron Cooke-Tonnesen Mr - BluWave Demo - Meetin... = | (5] [
R =
2= Meeting L2l
& P X I 3¢ PR P | g e oy B
! f . i
o —d Reply to All ol — 2 Related ~ =25,
Accept Tentative Decline - Delete Move to Calendar Other Categorize Follow Mark as Meeting
—p Forward Folder Actions ~ = P~ Unread kg Select — MNotes
Respond Actions Options Find Onemote
The organizer has not requested a response for this meeting.
From: donotreply @bluwave.co.za Sent: Mone
Required: byron.cooketonnesen@gmail.com
Optional:
Subject:  ABC Manufacturing - Byron Cooke-Tonnesen Mr - BluWave Demao
| Location: 18 Curzon Rd Bryanston
; When: 22 July 2011 05:00 PM-06:00 PM.
||| pescription:
2} | From: Taniao11 4564323
r Client Cell: 082701 0030 Tel: 011 462 6871
Note: take projector
-~
R T —
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Appointment Invitation Emailed to the Customer

If you had checked the invite customer check box then your customer will receive the
following email from you. Your customer can click on the attached Calendar file to
accept the appointment into any .ics compliant calendar program including MS Outlook
Calendar, Lotus Notes Calendar, Gmail Calendar etc.

Message

AAI XA Goww YA 0

Reply Reply Forward | Delete Moveto Create Other Elock

t Junk Categorize Follow Mark as Send to
to All Folder= PRule Adions= Sender v Up~ Unread | 4 3¢ect™ | OneNote
Respond Adions Junk E-mail 5 Options 3 Find Onehlote
Extra line breaks in this message were removed.
From: Samuel Kimathi [samuel @thirdwave.co.z2] Sent: Tue16/08/2011 08:18 A
To: ‘Samuel Kimathi

(€4
Subject: Meeting Request from Tania for BluWave Demo

| Message ‘ @Appointmentics [650 B)

To save the meeting request, double click on the attachment and click open.
NB this meeting request will post to MS Qutlock, Lotus Motes, GMail or any other email software that supports the ics format.

e-mail message sent by BlubaveCRM. www.Blulave.co.za

Editing BluWave CRM Appointments also Edits your Calendar
Appointment

If you edit your appointment in BluWave, the system will edit your appointment in your
local calendar you will have to download the adjustment and accept it as you did when
booking the appointment.

In addition, if your customer was invited, it will resend the appointment adjustment to the
customer.
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Edit an Activity

Home m Leads Contacts Companies Opportunities: Reports. System Setup

Add new Activity | Digry Planner | To Do List |

Click on Diary Planner to edit a task or appointment.

Show diary planner for. | samuel B

30 September 2011 Wark Week Week Month Timeline

Friday

(7 oo

8 0o

(g oo

10 0

11 00

1z~

13 00 ABC Shoes - samuel kimathi - Deliver Contract (18 Curzon Rd Bryanston)
Take extra copy
f Open

14

Show Time As  »
15 00 Label As ’
¥ Delete

16

17

18 ®

Right click on the activity and select Open

Make the necessary changes and click on the Update button.
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151 EditAppointments [t | [usesie] [ e

Appointment Details * = Required Fields
Sales Staff samuel E|

Company: ABC Shoes k0,

Contact Sheila Welch mr EI * ¥Imite Contact?

011134 3674 (R14140138  sheila@shensdacoma

Location 18 Curzon Rd Bryanston View Map
Activity Quote Follow up EI i

Task? O

Start Date 18/10/2011 [v]| | 14:00

End Date 18/10/2011 [ |00:00

Note: Follow up QuoteNo: 1003

Completed? [

| Upts || UpistedNew| | GCancel |

You can also edit an activity from the company tab. Expand the Scheduled Activities
list and click on the activity you wish to edit. It will open the same screen as above.
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Edit Company
Company Detail
Co mpany Mame BluWave Software
Sales Staff Tania
Category Prospect
Type AType
State Active Customer
Source Internet
Industry Chemicals
Area JHB - Western Suburbs
Contacts
Scheduled Activities
Date Time Activity
0410442011 16:00 Call for Demo
05/04/2011 2042 Send Quote
08042011 05:00 BluWave Demo
09042011 10:01 Arrange Cust Visit
090472011 11:00 BluWWave Demo
1100452041 16:54 BluWave Demo
1210472011 13:30 BluWave Demo
1200412011 13:30 BluWave Demo
180472011 00:00 Call for Demo
Completed Activities

[ B BT B[ BT E]

BluWave crm Training
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Cancel

Account Number
Date Opened
Website

Uzer Defined 1
User Defined 2
Uzer Defined 3

User Defined 4
User Defined 5

User Defined §

Contact

Wr Denzil Govender

Wr Denzil Govender

Wr Denzil Govender

Nr Denzil Govender

Wr Byron Cooke-Tonnesen
M= Sheila Welch

Kr Samuel Kimathi

Wr Samuel Kimathi

Wr Byron Cooke-Tonnesen

Print Card
04/04/2011
</
0
0
b
-
w
Note
Call to book time
Booking activity
test
v

Also note that the “New” links on the scheduled and completed activity panels will allow
you to create a new activity for this client; the company name will default
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To Do List
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To access a list of all your outstanding activities, click on the “To do list tab”

Home | Acvies | Leads W Reports | System Setup|
JE— | L 1 1[ |
Add new Activity|  Diary Planner|  To Do Li Send Email |

P st 15| ToDoList

Search

it | Please Select _[x] Show to do list for | samual

StartDate Task?

Edit Delete 30/0%2011

O Quick Create

Edit Delete 30082011
Plaase Select B Edit Delete 300812011
Edit Delete 2610812011

Edit Delete 08/082011
Calendar

< September2011 >

Edit Delete 07/08/2011

Edit Delete 050812011

|
Mo Tu We Th Fr S$a Su
|

S Edit Delete 03/08/2011
LA U1z 34

Click on

Company Name

ABC Shoes

ABC Shoes

ABC Shoes

ABC Shoes

CTP consulting
T-Sytems

BVM marketing

BTX consulting

]

Contact

samuel kimathi
samuel kimathi

mr Sheila Welch

mr Sheila Welch

mr mark Anthony
ms Laundy Mhlophe
mir Petrus

mir samuel Kimathi

Up to and including

Activity
Deliver Contract
Book Training
Quate Follow up
Quate Follow up
Quate Follow up
Quate Follow up

Deliver Confract

Deliver Confract

Days

Take extra cf

Follow up Q1
Follow up Q1

Follow up Q1

hhbhbdufibd

#

¢ September 2011

Mon Tug Wed Thu Fi Sat Sun

230 A 123
5 6 7 8 9010
PIRCEETER LT
0N A DDA
% 2 8 nff]!

k]

“Select” to edit or complete an activity.

¥

4
11
18
23

The date field allows you to select which dates you want to view your “To Do” list for.

Once the activity has been completed, it will be moved from the To Do List to the
Completed Activities panel under the respective company.

»
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Completing your Activities

_.?|5 Edit Appointments [ usse | [usssesnes] [ canes

Appointment Details * = Required Fields
Sales Staff samuel |E|

Company: ABC Shoes * O,

Contact: Sheila Welch mr IZI * [/Invite Contact?

0113234 5674 0814149138  sheilafshezada co.za

Location 18 Curzon Rd Bryanston View Map
Activity Quote Follow up E| *
Task?
Start Date 18/10/2011 14:00
End Date 18/10/2011 00:00
Note: Follow up QuoteNo: 1003
A

Completed?

| Update | | Update & New | | Cancel |

Edit the Activity in the usual way, tick the completed box and click on the Update button.

Should you want to create a new Appointment/Task for the same client, click on the
Update & New button.

We have spent some time making the “completing activities process” more intuitive by
adding some artificial intelligence to the process of booking and completing activities as
follows:

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

If however you edit an activity because the time or date of the appointment has changed
and thus you change the date or time to a future date, the system will un check the
“complete” check box.

If you are logging and completing an activity that happened in the past but was not
initially entered to the system, BluWave CRM will note that the activity’s date and/or time
is in the past and will once again auto complete it. It will also display indicating that you
are entering an activity that occurred in the past.
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If an activity is changed to a task, the invite customer check box is unchecked and
disabled. The invite customer function is only applicable to appointments.

Email Sending

Bluwave CRM allows you send emails to your clients and also saves a copy of the email
sent under the “Completed Activities” panel of the client.

To send an email, click on the “Send Email” tab under Activities or use the “Send

- . .
Email” function available under ck Create.

Home || Activities || Leads || Cumm/‘@ﬁﬁ |[ opportunities || Reports || System Setup|| _Financials

| it i} £/ it it ki ki |

Add New Activity|  Diary Planner|  ToDoList]  Sefd Emai|

p ek Show diary/planner for. | Tania Cooke-Tonnesen E|

Search 19 March 2012 Work Week Week Month Timeline

within | Please Select El T

ABC Computers - Quin Bergh Mr - Manager - Quote Follow up

) Quick Create 072

Please Select E
Please Select...
Appointment

08

Task 09 o0
Company —
Contact
Lead 10 %
Opportunity
Quote o0
Send Email il
5 & 7 8 9 1011
12 13 14 15 18 1T 13 SIb
18 20 21 22 23 24 25
272820303 1 130
2 : 4 5 8 I B
SICRYI]
S
16 00
17/

Alternatively, click on the hyperlink on the contacts panel of the Edit Companies Form
as shown below to email a specific contact person.

= 0 Edit Company Update | [ cancel | [ PrintXara |
I
Company Detail
Company Name ABC Manufacturing Account Number ABEOD1
Sales Staff Tania Cooke-Tonnesen El Date Opened 05/04/2011
Category Customer El Website ./
Type A Type El User Defined 1
State Active Customer El No of Pot Users
Source Marketing Promotion El Financial ¥ear End e
Industry Pharmaceuticals El User Defined 4 El
Area JHB -Eastern Suburbs El User Defined 5 El
Currency to Quote uso El User Defined & El
Payment Terms El Price Factor
_ Contacts 4 New
Contact/Hame Tel Cell Designation E—I.la\{
Delete |4 Cooke 011 587 2234 \
Delete |5 Bvron Cooke Wr 011 367 2234 082414 5138 Director bvron irdwave.co.za
Delete |2 Denzil Govender Mr 011 462 6871 098353 Manager denzii@thtrdwave.co.za
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Step 1: Select Recipients
You can select the recipients by clicking on the “To, Cc, or Bec” buttons.

Home Activities || Leads || Contacts || C ics || Opportunities || Reports || System Setup|[ Financials |
j— 1L 10 10 11 1L 11 I}
Add New Activity | Diary Planner | To Do List| Send Email |

p Search -/\] Send Email [ Send ] [ Send and Close ]
Search .

witnin | Please Select... E

Step 1: Click on the
“To, Cc, or Bcc”
buttons to search for
the contacts to email.

Create Activities for

U Quick Create

Please Select... |Z|

Subject

Calendar Message :
< March 2012 > Regards
Mo Tu We Th Fr Sa Su Tania Cooke-Tonnesen
22820 01 2 3 4 Manager
. Tel- 011 462 6871
R - = Cell: 082414 9138
12 13 14 15 18 17 18 Email: tania@thirdwave.co.za
19 20 21 22 23 24 IS

[ Send ] [ Send and Close ]

Home || Activities || Leads || Contacts || © ics || Opportunitics | Reports || System Sctup || Financials
1L i 11 i il 1L i 10

Home | Dashboard | Edit My Profile |

AD  search /\] Add Email Recipients

Search
within | Please Select E

Step 2: Click on the e
magnifying glass to search
for the company

@ Company Contacts ' Internal Staff
~ [Asce )

Calendar

= March 2012 >

Step 3: Search for a\
doss orEsckey company by typing at
least the first two
B Company Lookup letters of the name

Search [abc and click “Go” then
select the company
Company Name AceNo from the list. /
Select ABC Computers AMP0O0L
Select ABC Manufacturing ABE0OL
Select ABC Shoes ATLPO01
Select ABC Shoes
Select abchansenafrica
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Step 4: Select the Contacts to Email. All the contacts at the selected company with an
email address will display, select all the contacts that are to be included in “To” by ticking
the “check box” and click the “Add To” button. Repeat for CC and BCC.

Home H Activities H Leads H C H Compani !!Oppormniﬁes!! Reports H v Seiup!

Home: | Dashboard | Edit My Profile |

£ search /J Add Email Recipients
Search i

within | Please Select... |Z|

@ Company Contacts © Internal Staff Add "To" | denzil@thirdwave.co.za;
ABC Manufacturing ~ Add "Cc"
O Quick Create *Tick contacts to add Add "Bee”
Please Select... IZ| [[] Byron Cooke - Director
[[] Denzil Govender - Manager
= [C] Samuel Kimathi - Implementation Consultant
Sfif|  Calendar L
[[1 Tania Cooke - Marketing Manager
< March 2012 =
Mo Tu We Th Fr Sa Su
27 28 28 1 2 3 4
5 8 7 8 8 1™

You may click the “magnifying glass again to select additional companies to email
if required.

Step 5 (Optional): To include internal recipients on the email, select the “Internal

Staff” radio button and this will show a list of all the “Users” of your BluWave crm
system.

Add the required ones by ticking on their check boxes and add them to either “To, Cc or
Bcc” recipients.

r

Home || ivities ||  Leaas |[ © [ e ies || Opportunities || Reports || System Setup || Fi
1L I0 1L 1L 1L 1L I0 1L 1
Home | Dashboard | Edit My Profile |
S search /\] Add Email Recipients
Search )
within | Please Select... |z| ) )
) Company Contacts '@ Internal Staff Add "To" denzil@thirdwave.co.za;
"~ Add "Ce" tania@thirdwave.co.za:
U Quick Create * Tick contacts to add Add "Bec”
Please Select... |Z| = Alex
= byron
e = Deez
&fi5|  Calendar
= John smith
= March 2012 = . .
Mo Tu We Th Fr Sa Su = Samuel Kimathi
27 28 28 1 2 3 4 Tania Cooke-Tonnesen
£ &8 7 &2 3 10 M

14 15 17 18

Step 6: Click on “Done” once finished.
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Step 7: Type in the Subject and the Message, Attach Documents & Send. The system
also allows you to attach documents to the email from the docement management area
of the CRM ( refer to the Document Management documentation).

Click on the “Send and Close” button to send the email and exit from the email screen
or “Send” and this will clear up the email screen to send a new email.

,,-:] Send Email Send | | Send and Close

reate Activities for Emails

To : denzil@thirdwave. co.za; . ..
Checking this tlck\
Cc: tania@thirdwave co za; box saves the

S email under the
- Activity History
Attach | Bluwave Software.pdf, panel of the Edit

Companies Tab. /

Subject : Proposal

Message : .
g Dear Denzil

Please find the proposal document attached |

Regards

Tania Cooke-Tonnesen
Manager

Tel: 011 462 BET1

Cell: 082414 9138

Email: tania@thirdwave.co.za

| Send | | Send and Close

You can also file emails from any email software program — either desktop email clients
or web-based email client software including: Outlook, Lotus Notes, GroupWise, Google
Mail.
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1. Saving an Outgoing Email
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If you are sending an email from your email client to one of your contacts and want to
record the email in BluWwave simply BCC the email to the following email address:
emailfiling@bluwave.co.za BluWave crm will then save the email as a completed

activity under the client.

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

Bec...

| To.. Denzil@Thirdwave. co.za;

Subject:

emailfiling @bluwave.co.za;

Project Planning

Hi Denzil

As per our telephonic conversation, or quote is as follows:
* |nstall Advantage on a new computer
1 hour travel @ R650 + 1 hour on site (@ R650 = R1300 (Ex VAT)

Flease can you reply with an order number so we can schedule this joh.

The email will then be saved as follows under the client’s completed activity

panel:
Completed Activities A New
Date Time Activity Sales Rep Contact Hote
Subject: Project Planning Hi Denzil As per our telephonic conversation, or
quote is as follows: - Install Advantage on a new computer 1 hour

02/05/2012|15:02 |Email Sent

Samuel Kimathi

Denzil Govender

travel @ RG50 + 1 hour on site @ RE50 = R1300 (Ex VAT) Please can you
reply with an order number so we can schedule this job.  Samuel Kimathi
Application Consultant Third Wave Software (Pty) Ltd Tel © 011 482 6871
Fax : 011 452 6385 Cell. 079 549 3304 Email : samuel@thirdwave.co.za

Advantage CRM - CRM with Passion cid:312215312@18032009-2AE3
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2. Saving a Received Email
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To save an email that you have received in your email client, Forward that email to
emailfiling@bluwave.co.za.

To... |
__u
=
Send
Bee... |

Subjeck:

emailfiling @bluwave.co.za; |

W Project Planning

Hi,

Regards

From: Denzil Govender [mailto: Denzil@Thirdwawve.co.za]
Sent: 02 May 2012 03:06 PM
To: samuel@thirdwawve.co.za
Subject: RE: Project Planning

Thank you for the quote. Qur order number is POB7463

Look forward to your response.

BluWave crm will then save the email as a completed activity under the client’s activity
history panel as shown below. Again the contact from whom the email was received
from needs to exist on BluWave CRM with the email address that the message came

from.

Completed Activities

4 New

Date Time|Activity

Sales Rep

Contact

Note

02/05/2012]15:13 |[Email Received

Samuel Kimathi

Denzil Govender

Subject: FW: Project Planning  From: Denzil Govender
[maitto:Denzi@Thirdwave.co.za] Sent: 02 May 2012 03:06 PM To:
samuel@thirdwave co.za Subject: RE: Project Planning Hi, Thank you for
the quote. Our order number is PO87463 Look forward to your responze.
Regardz Denzil Govender Senior Developer Third Wave Software (Pty) Ltd
Tel : 011452 6871 Fax : 011 462 6586 Cel:: 072 216 9038 Email :
HYPERLINK "maitto:Denzil@Thirdwave.co.za"Denzi@Thirdwave.co.za
Advantage CRM - CRM with Passion Description:
cid:312215312@180320089-2AE3 From: Samuel Kimathi
[maitto:samuel@thirdwave.co.za] Sent: 02 May 2012 15:03 PM To:
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7. OPPORTUNITY TRACKING

Prospect - A Client you are trying to sell to.
Customer - A Client you have already sold to.
Opportunity — A deal which has a value and status which could be for a

Prospect or a Customer.

Prospects
e Active

BluWave crm Training
©Third Wave Software (Pty) Ltd 2012

Types of Statuses

Key Note:

e An Opportunity is an
active Sale

e Both prospects and
customers can have
opportunities

e There can be
multiple
opportunities per
prospect or
customer

Customers
e A-Type
e Inactive B - Type
C - Type
Dormant

Lost

\
-

Opportunities

Lead

First contact
Presented

Quote Submitted
Awaiting Budget
Approval

Verbal Order
Ordered/Sold

Lost

Lost To Competitor
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Opportunity Tracking

Begin by clicking on the Opportunity Tab. Start typing the company name in the Search
box; you need to enter at least 2 characters. You can also select a letter in the alphabet
to view a list of companies beginning with that letter. This will enable you to view your

opportunities by Company.

Add Opportunity

Click on Add New Opportunity to create a new Sales Opportunity.

Home\ || Activites || Lesds || Contacts || Companies | Opportunitics|| Reports || System Setup|
Il 11 11 11 ] 1L 11

Add Nev} Opportunity|  View Opportunities | New CQuote |

_p e *r;% New Opportunity [ s | [ ool

Search ‘9

srinin | Please Select B Opportunity Details * Required Fields
Sales Staff: samuel [=] * Stetus: Quote [-] *
Company: ABC Shoes * 0y Probability % 90

u TR Contact: samuel kimathi B L Value: 2000

Please Select... |E| Opportunity Name: 10 user Next Activity: Quote Follow up |Z|
Expected Order Date: | 30/09/2011 Activity Date: 07/10/2011

Calendar Product: 10 - 10 user system B"

< September 2011 > Note:
Mo Tu We Th Fr 8a BSu

343581 & 8 Attachment:

Save Cancel

Click on the Attachment button to attach a quote or any other document to the
opportunity. The documents to be attached have to be preloaded onto the BluWwave
server via the document management feature.

Click on “save” to capture this opportunity and should you wish to create another
opportunity for the same client, click on “Save & New”. This will clear the page and allow
you to enter the new opportunity.
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Click on view opportunities to get a list of opportunities.

IluWave

FTWARE

Home

Leads

|| Activities
1K 1

|[ contacts [ companies |[0
il il 1]

Add New Opportunity |

R

Search

within | Please Select E

Search

O Quick Create
Please Select... |z|

Calendar

May 2011 >

We Th Fr Sa Su
25 26 27 28 23 30 1

4 5 8 1 &8

View Opportunities |

ﬁ View Opportunities

Search

Enter at least the first 2 characters of the company name.

H Reports. ”s;vsmmsemn!

Change Password? | Log Qut?

You have 14 days left until your trial expires. Please dick here to purchase

Filter | All Opportunities =]
Please Select Filter
Dpo
Recently Added
My Opportunities

Views: @Active ©Sold @ Lost Branch Opportunities
Closing This Manth
,:\El|:|D|E|F|e\H|||J|K||_|M|N,0|p|Q,R‘SlT|UlVIWIXHCIEsmgNe)dMonth
Company Name Rep Pot. Value Exp. Date Product
o
Edit Delete SuperWsve ;:['é‘h 20000 1410412011 BluWsve 15 User Sclution
Edit Delete BluWave Software byron 20000 18/04/2011 First Demonstiation  BluWave 10 User Solution
.
Edit Delete ABC Shoes il 120000 23/04/2011 First Demonstration  BluWave 10 User Solution
erg
Edit Delete Test Alex 3200000 30/04/2011 BluWave 5 User Solutien
; : Denzil . arm . ;
Edit Delete Phonatics 820000 30/04/2011 BluWave 5 User Solution
= B=ms Govender
Edit Delete Alex loe Cream Distibutors  Alex 120000 30/04/2011 First Demonstriation  BluWave 10 User Solution
dit Delete Phonatics byron 50000 30/04/2011 Verbal Order Blulave 10 User Solution
Denzil -
dit Delete BluWave Scftware 30/04/2011 BluWave Scftware 1 1o 5
Govender
dit Delete BluWave Scftware Tania 4000000 31/052011 BluWave 5 User Soluticn
dit Delete BluWawve Software Tania 1500000 31/05/2011 First Demonstration Bluwave 15 User Solution

122

Select Edit on the relevant opportunity to open up the opportunity for editing.

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

o All opportunities filter will give a list of all opportunities entered for all clients.

o Recently Added filter will only show the last 5 added opportunities for all clients.

e My opportunities filter will give a list of opportunities entered by the sales

person currently logged into the system.

e Closing this month will show all opportunities which have their expected order

day set for the end of the current month.

¢ Closing next month will show those opportunities with an expected order date

set for the end of the next month.
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Home || Activities

|| teass || contacts || Companies || pportunities|| Reports ||system Setup
11 1 11 1] 1L

Add New Opportunity |

p Search

Search

witnin | Please Select... B

View Opportunities|  New Quote|

U Quick Create

Please Select. .

Calendar

< September 2011

Fr

B

7y

Opportunity Details

Sales Staff: samuel
Company: ABC Shoes
Contact: samuel kimathi

Opportunity Name: 10 user

Expected Order Date: | 30/09/2011

Product: 10 - 10 user system
Note: Price lssue]
Attachment;

vﬁgg New Opportunity

* Required Fields
D i Status: lost B ¥
* Oy Probability %: 90
B W Value: 2000
Next Activity: Quote Follow up B
AclviyDate: | 07/10/2011
B* Date Sold/Lost.  |30/00/2011
Reason Lost: B
Competitor: B
P
Save Cancel

¢ In this screen you can change the expected order date, enter the potential sale
value and probability of this opportunity.
e The status field is used to monitor your progress. This is very useful for status
reports.
¢ Advantage will also enable you to attach files related to the opportunity.
e Click on the Update button to save the changes.
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Opportunity Tracking (Managing the Sales Pipeline)

Use the Opportunity Tracking functions to manage new business acquisition.

o Define your own sales process for tracking the progress of your sales pipeline.

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

e Each sales person can view his pipeline visually on his homepage. Additional
graphing on the sales person’s dashboard details progress against target.

E ]T Pipeline for April

' First Demonstration

Y Quate Stage

W erbal Order
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The Quotes Automation function generates a quote that can be emailed as a .PDF file to
the customer. When a quote is generated the system automatically creates a related
opportunity in your sales pipeline and at the same time a follow-up activity (action item)

is also automatically generated. There is a Quote Set up function under the system set
up tab that allows you to customize the look of the quotation.

Use the “New Quote” menu under opportunities to create a Quote, alternatively use the
Quick create menu You can also create a quote by clicking on the “New Quote” link

under the Company’s opportunity panel.

Use "New Quote”
menu option to
create a new quote.

Home

Add New Opportunity

_p Search

Search

within | Please Select. .. |Z|

New Quote?™

View Opportunities

WJ’% View Opportunities

Search

|[ Activites || Leads || cContacts |W Opportunities |
11 i 11 1 1l 1L

Reports !!Sysmn.’selup” Financials |

Go! Filter | Please Select Filter E|
Enter at least the first 2 characters of the company name.
u Quick Create
Please Select... | views: ®Acive Sold Lost
Appointment AIBICID|EIFIGIHII|JIKILIMINI|DOIPIQIRI|ISITIUIVIWIXI|Y|Z
Task
Company w A ”
Contoet The “Quick Create
Lead menu also allows you to
Opportunit
o create a quote
Send Email

Alternatively, if you have already used an “opportunity” then use the “Create Quote” link

of the opportunity.

Opportunity Details

Sales Staff: Samuel Kimathi IZ| Status:
Company: TRUCKS LTD Probsbility %:
Contact: mike john mr - Manager IZ| Valug:
Opportunity Name: GP Value:
Expected Order Date: 31/03/2012 Next Activity:
Product: QP - Quoted Products |Z| Activity Date:

Mote: Quote No:

4

Attachment:

BluWave crm implementation plan template.docx

[ upase | [ cawa ]

Demonstrated E
70

5000000

0

Product Query review E

Use the “Create Quote”
link to create a quote for
an existing opportunity

09/03/2012
Create Quot

View File
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Quote Detail — Step 1
Complete the quote header details and then proceed to step 2.

| Quote Detail - STEP 1 Cancel
Quote Details = Required Fields
Quoted By Samuel Kimathi IZ| Quote No
Company TRUCKS LTD F Date
Contact mike john mr - Manager [=] = o Valid For 14
Quote Status Proposal Submitted  [+]+ Expire on 16/04/2012
Quote Description | Quoted Products Follow up Activity | Quote Follow Up |Z|
Exp Order Date | 30/04/2012 Follow up Date 05/04/2012
Probability % 70 Currency to Quote | Rands Iz‘ 1
Delivery 2 weeks ROE Rands |Z| 1

Payment Terms |Z|

Continue to Step 2 “)

Company - Select the company for whom you are quoting by clicking on the “magnifying
glass” button.

A contact person is required — select from list of contacts at this company.

Quote Status — select the current status of this opportunity.

Quote description — this is used as the subject line of the emailed quote — it should
indicate what you are selling.

Expected Order Date — Date when you expect to get the order. This defaults to the last
day of the current month to keep the opportunity in the sales pipeline for the month.
Probability — A percentage to indicate the chance you have to close the deal.

Quote No — the system will insert the next quote number for your company onto the
quote as soon as you start editing and updating then quote.

Validity — shows how long the quote is valid for hence affecting the expiry date.

Follow up activity/ Date — select the activity that needs to happen after sending the
qguote E.G Quote follow up and select the date the activity is to happen

Currency to Quote/ Rate of Exchange — Select the currency you wish to quote in and
the rate of exchange form the list. These have to be setup under the “System Setup”
beforehand. The system will automatically default to Rands.

Payment Terms — Select the payment terms from the list. These also have to be
created under “System Setup”

Click on “Continue to Step 2” once done
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Add Quote Items — Step 2

Select the item you wish to quote and then click the “Add to Quote” button — repeat this
for each quote line. The Quotes automation allows you to have multiple offers on the
quote. The system also allows you to include/exclude the value of the different offers to
the final potential value of the quote.

Add Quote ltems - TRUCKS LTD  Quote#: 1017 Currency To Quote: Rands

Add Quote ltems - STEP 2

Group: | BLuWaveCRM  [»|  Code: | BWCRM10: Buwave CRIM 10-12U ]  Desc.:| Bluwave CRM 10-12User [~]
Qty 1 Cost |0.00 Seling R | 20000 Factor |1 Adjusted Price R |20000.00 Disc. % |5
Aftachment: [y Narrative | user training for maximum of 10 delegates per course.|
Picture to Attach
p
Add To Quote
Offer : 1 of 1 Next Offer ‘9
Offer Gross Profit - Label Include Offer in Potential Value? ¥ Quote Gross Profit - 0
Offer Total - Label Heading : Quote Total : 0
No. of Quoted ltems: 0 Continue to Step 3 “9

Click "Add To Quote” button. Repeat for all items to be quoted. Then proceed to Step 3

Select a Product Group — if you make a selection from this drop down then the product
code and product description drop downs will be filtered by the selected group. If you do
not select a group the product code and product descriptions drop downs will contain all
products.

Select a Product Code or Product Description — select the item you wish to quote
using either the product code or descriptions drop down.

Narrative - The product “Narrative” will display if it has been set up. You can customize
the narrative here if you wish to change it for this particular quote.

Price — The cost price (if set up on the product list) and selling price will show here.
Quantity — Enter the number of items you are quoting on.

Factor — The factor allows you to inflate the price of the product to cover for risks that
are not accommodated for in the products costs. E.g. when transporting goods to
another country, you may use a factor of 1.2 to inflate the price by 20 %.

Discount — Enter discount to be offered on the line item and this will be subtracted from
the price.
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Click Add To Quote Button ...
The item selected will display in the quoted items list as shown below. Continue adding

all the items you wish to quote on.
Add Quote ltems - TRUCKS LTD  Quote#: 1017 Currency To Quote: Rands

Group: | * IZ| Code: |Z| Desc.: IZ|
Qty Cost Seling R Factor Adjusted Price R Disc. %
Attachment: Mo Narrative
Picture to Attach
2
Add To Quote
Offer : 1 of 1 Next Offer 0
Offer Gross Profit - 26000 Include Offer in Potential Valug? ¥ Quote Gross Profit /26000
Offer Total : 26000 Heading : 26000
No. of Quoted Items: 2 r
Code Description Qty Price Disc.%
Delete BWCRM10 BluWawve CRM 10-14User 1 R 20000 o Includes user training.
Delete BWCRM BluWave CRM 1 R 8000 0o Pericdic onsitf management reviews

Adding Additional Offers
You can have multiple offers on the same quote. Click on “Next Offer” and this will allow
you create a new offer for the same quote. Repeat the steps above to add line items to
the second offer and this will also show on the final quote under a different heading.

Add Quote ftems - TRUCKS LTD  Quote# 1017 Currency To Quote: Rands -
Enter the “"Heading” of

Group: | BLUWaveCRM E| Code; B Desc. E| the second offer here
N - - o U Do Also indicate whether
you want the second
Attachment: ]y Namative offer’s value to be

Ficture to Attach

Add To Quote

Offer: 2 of 2

G Previous Offer

Offer Gross Proft : 40000 Include Offer in Potential Value? ¥

Offer Total : 40000 Heading : Quote Total : 66000
No. of Quoted Items: 1 Continue to Step 3
Code Description Qty Price  Disc.'
Delete BWCRM20-40 BluWave CRM 30 - 4D Users 1 R 40000 0 Includes trgifling and sutomatic updates

Once done, click on “Continue to Step 3”

included in final
potential value of the
quote or not by
selecting/deselecting
the check box
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Quote Details — Step 3

This step lists all the quoted items with a quote total. Multiple offers can also be viewed
here and you can edit and delete line items from the quote using the edit and delete
items on each line item.

Step 3 will also show the Quote Header details as they were on step 1 to allow you
change details e.g. Delivery should this be necessary.

> )
o Quote Details - STEP 3
k_-\ uote Details

Quote Details * Required Fields.
Cuoted By Samuel Kimathi |Z| Quote Mo 1017
Company TRUCKS LTD # "~ Date
Contact mike john mr - Manager [=] = = Valid For 14
Quote Staws | Proposal Submitted [ =]+ Expire on 16/04/2012
Quote Description | Quoted Products Follow up Activity Quote Follow Up El
Exp Order Date | 30/04/2012 Follow up Date 09/04/2012
Probability % 70 Show Product Discount? No El
Delivery 3 weeks Currency to Quote Rands [=]1
Payment Terms |Z| ROE Rands Iz‘
Template Bryanston IZ|
G Back to Step 2 (Add Quote ltems) | Recalculate | | Terms | Select Offer - 1 |Z| Save and Preview Quote ﬁ‘)
Seq Product Description Narrative Qty Price Disc.% Total Att

Blu\Wwave CRM 10-

Edit Delete 1 BWCRM10
14User

Includes user training. 1 R 20000 1] R 20000

Periodic onsite

Update Cancel (2| BWCRM  BluWave CRM management 1 R 6000 0 R 8000
reviews
4
VAT J 14 Total R 26000.00
VAT R 3640.00
Grand Total R 29640 .00

If you “Edit” a quote line you can change the sequence number to change the order of
the quote lines on the quote.

You can also go to “Back to Step 2” to add more quote items

View the different “Offers” by selecting the required one from the list.

Should the Currency to Quote or Rate of Exchange change, use the “Recalculate”
button to refresh the price and the currency symbol.

Optional Terms and Conditions can be added to the quote by selecting them from the
“Terms” button. This will have to be pre added to the system by the administrator.
Uncheck the “VAT” check box to exclude it form the quote total or leave it checked to
include it.

Click “Save & Preview Quote” to generate the quote.
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Save & Preview Quote
The generated quote will preview as follows:

b 9% Page |1 of |1

Customize this logo
to your company'’s
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E & |rdf <] Exit Preview

logo under the BluWave Click on “envelope” to
“Quote Setup” SEEE SR email the quote.
Quotation
Quote Mo: 1017 Date: 02/04/2012
Valid for: 14 Days
To: TRUCKS LTD Address: 18 Curzon Rd Bryanston
Att: mr mike john
Tel: 011 234 5674 From: Samuel Kimathi
Fax: Tel:
Cell: 076 421 6152 Cell: 079 549 2304
Email: angela@thirdwave.co.za Email: samuel@thirdwave.co.za

Dear mike

Re: Quoted Products

We have pleasure in submitting our quotation as follows.
OFFER 1

Description
Bluwave CRM 10-14User - Includes user training.

Bluwave CRM - Periodic onsite management reviews

Emailing the Quote

Qty Price Total Rands
1 R 20,000.00 R 20,000.00
1 R 6,000.00 R 5,000.00
TOTAL (Ex Vat) : R 26,000.00
VAT : R 3,640.00

Total: R 29,640.00

Click on the Envelope button to email the quote — the system will email it to you as well
as to the customer — you can add other addressees. The sender also receives a copy of

the quote.

Ticking this check box saves the
email sent under the activity

history panel of the client
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Subject :

Message :

BluWave crm Training
©Third Wave Software (Pty) Ltd 2012

Email Quote Send

“| Create Activities for Emails

angela@thirdwave_ co_za

UQuote._ pdf

TRUCKS LTD Quote Mo 1017 for Quoted Products
Dear Angela

Attached, please find the quote as requested |

Regards

Samuel Kimathi

Application Consultant

Tel:

Cell: 079 549 3304

Email: samueli@thirdwave_ co_za

Send

The subject line includes: the customer name, Quote number and the Quote description.
The Body of the email contains the default message defined in the Quote Set up — but
the user can edit the message before sending.

Quote Auto-Creates an Opportunity

When a quote is generated, the system automatically creates a related opportunity with
a link to the quote. Click on the Quote Number (1007 below) to open up the quote and
preview if required.

Note that if you had created

Leads. H Contacts ” Companies HOpportuniiiu!l Reports | System Setup | /
sortunities | Mew Quote | an Opportunlty before yOU
_ generated a quote — you can
ﬁfg Edit Opportunity (o) (o] edit the opportunity and add
a quote to an existing
Opportunity Details . . . .
Sales Staff: Tania E| Status: Quoted E Opportunlty by CIICkIng In the
quote number field of the
Company: BluWave Software ~ Probability %: 30 tun|t
Contact: Byron E| Value: 8436 Oppor y.
Opportunity Name: New System for Reception Next Activity. Quote Follow up E
Expected Order Date: 30/06/2011 Activity Date: 05/06/2011
Product: BluWave 10 User LicensE Quote No: 1007
Hote:
4
Update | [ cancal

Quote Auto Creates a Follow-Up Activity
When a quote is created the system automatically creates a follow-up activity for the

sales person.
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‘ﬁ:j Quote Details - STEP 3

Quote Details

Quoted By Tania E Quote No
Company BluWave Software et Date

Contact Byron Cooke-Tonnesen Mr |z| = Valid For

Quote Status Quoted E * Expire on

Quote Description |New System for Reception Follow up Activity
Exp Order Date 30/06/2011 Follow up Date
Probabitty % 30

G Back to Step 2 (Add Quote ltems)

BluWave crm Training
©Third Wave Software (Pty) Ltd 2012

The follow-up activity
is defined in quote set
up — you can change
it. The system also

* Required Fields

1007

defaults a follow-up
1 date but the user can
Quote Follow up E Change It

05/06/2011

Save and Preview Quote “’
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9. Reports

There are various reports to choose from.
Click on the report you wish view.

vome | ncoones || vosss | comsra_|_compans | nporunne |57 sy s

Report List | Push Report Setup |

p Search El Activities ai?i Opportunities
Search

Completed Activities Report Opportunities Due Report
Opportunities Issued Report

within | Please Select... E

Activities Scheduled Report Opportunities Status Report

Quotes Issued Report
Opportunities Won Lost By Product Group Report

. -5
: Companies (A__ Leads
B 8

O Quick Create

FPlease Select. .. El

T Calendar Company Card Report Mew Leads Opened Report
= October 2014 - Company Address List Report Mew Leads by Source Report
Me Tu We Th Fr Sa Su Companies Last Called Report
26 27 28 29 30 1 2
4 5 8 I 8 8
10 11 12 13 14 15 18
17 18 18 20 21 22 23
24 25 26 27 28 23 30
31 1 2 3 4 5 8
Leads Contacts Companies Opportunities Reports System Setup Version 1.0

Completed Activities Report

Branch : Jehannesburg Branch |E| Sales Staff: Tania E Activity Type : = E|

Start Date : End Date :

[ Preview Report l

v | 9 B Page [v] of |0 B [ |pdf

Select the relevant Branch, Sales Staff, Activity if required and date
range. Click on Preview Report button.
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Completed Activities Report

Branch : Johannesburg Branch

Salesperson : Tania

Activity Description : Arrange Cust Visit

0710412011 SuperWave Mr Ross Botha

called and scheduled for next week

Total For Activity Type :  Arrange Cust Visit 1

Activity Description : BluWave Demo

08/04/2011 BluWave Software Mr Denzil Govender

Prezented BluWWave solution for sales and senior management as well az naticnal 2ales team. Interest in | Pad - took that to
demo as well. Market capital items - tenders - need to follow-up on tender awards.

Total For Activity Type :  BlulWave Demo 1

Activity Description : Customer Survey

050472011 BluWave Software Mr Denzil Govender

Called re project progress - opp tracking going well - foll up on guotes side. Installed but no training done yet on it.

Total For Activity Type :  Customer Survey 1

Activity Description : Present Proposal

0100412011 Diamond Products Mr Dalez Son

Meet with Dale and Fin Dir go thru proposal reviewed - to start in May after Easter

Total For Activity Type :  Present Proposal 1
Total For Salesperson :  Tania 4
Total For Branch : Johannesburg Branch 4
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