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1. System Overview 

 
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.  
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 

 
 

Clicking on the hyperlinks takes you to 
the respective page directly 
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Quick Create and Calendar 

 
 

  
 

 

 

 

 

 

 
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 
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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. 

 

 
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 

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

 Monthly Target-Indicates the monthly revenue target set for the sales representative 
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3. View Companies 

 

 
 
Use View Companies Screen to: 

 Search for the company name to view the details of that client.  

 Add new Clients to the database. Note: Only Administrators can delete Clients 
from the database. 

 

Add Company 

 

 
 

 

Click on Add New Company to add a new prospect or customer. 
 

 
 

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

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

 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 VARs 
and distributors. 
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View Companies 

 
This page allows you to see all loaded companies. You can also search for particular 
companies using the filters on the far right. 

 
 
 
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  

 
 

 

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

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

 You can also add new contacts, activities and opportunities by clicking on the link “New”. 
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3.1 The Contact List 

 

 
 

 Expand the Contact list by clicking on the down arrow in the same line. 

 Click on the contact in order to open the contact editing form. 

 Click on the new button to add a new contact. 
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3.2 Edit the Contact  

 

 
 

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

 
 
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) 
 

 
 

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

 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 

 
The Work Week View shows all scheduled activities for the working week hence 
excludes Saturday and Sunday. 
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Week View 

 
The Week shows all scheduled appointments and tasks for the week and will include 
Saturday and Sunday. 
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Month View 
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Timeline View 

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

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 setup. 
 

 
 
 
 
 
 
 

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

 

 
 

  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. 

  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. 

 Type a note for the activity if required. 

 Click on the save button.  If you wish to create another activity click on the save & 
New button. 

Click on this search button to 
search for the company. 
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 Follow the below steps to post the appointment to your calendar. 

 
 

Check your Appointment download on the taskbar 

 
 

Download the meeting request 

 
 

 
 
 
 
 
 
 

Click this Popup 
Form in your 

Windows Taskbar, 
Browser application 

Click Download 
Meeting Request 
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Save appointment in calendar 

 
For Internet Explorer, save appointment as below 

 
 
 
 
 
For Google Chrome, save appointment as below 
 

 
 

 
 

Click “Open” 

Click on this 
appointment 

button 
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Accept the Meeting 

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

 
Once Accepted close the download form to continue with your BluWave system. 

 

 
 

 
 

 

 

Click “Accept” 

Close the 
download 

form... 
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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 

menu and select 

from the menu 
“Always open files of 

this type” 

Now when you click 
download meeting 

request the system 

will go directly to the 
Accept form below 
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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. 
 

 

 
 
 

 
 

 
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 

 

 
 
 
Click on Diary Planner to edit a task or appointment. 

 

 
 
Right click on the activity and select Open 

 
Make the necessary changes and click on the Update button. 
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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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 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 
To access a list of all your outstanding activities, click on the “To do list tab” 

 

 
 

 
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. 

Click on “Select” to edit or complete an activity. 
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Completing your Activities 

 
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.  
 



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

 

Course 1 Page : 32 

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 Quick Create. 

 

 

 

 

 

 

 

 

 

 

Alternatively, click on the hyperlink on the contacts panel of the Edit Companies Form 

as shown below to email a specific contact person. 
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Step 1: Select Recipients 

You can select the recipients by clicking on the “To, Cc, or Bcc” buttons. 

                    

 

 

 

 

 

 

 

      

 

 

 

 

 

                                                                    

   

 

 

 

 

 

 

 

Step 3: Search for a 
company by typing at 
least the first two 
letters of the name 
and click “Go” then 
select the company 
from the list. 
 

 

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

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

 

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. 

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. 

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. 

 

 

 

 

 

 

Checking this tick 
box saves the 
email under the 
Activity History 
panel of the Edit 
Companies Tab. 
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How To Use the Email Filing Function 

 

1. Saving an Outgoing Email  

If you are sending an email from your email client to one of your contacts and want to 

record the email in BluWave simply BCC the email to the following email address:  

emailfiling@bluwave.co.za   BluWave crm will then save the email as a completed 

activity under the client. 

NB: To save successfully, the contact person needs to be already loaded on BluWave 

with this email address. 

 

 

 

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

panel: 

 

mailto:emailfiling@bluwave.co.za
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2. Saving a Received Email 

 

To save an email that you have received in your email client, Forward that email to 

emailfiling@bluwave.co.za.  

 

 

 

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. 

 

 

 

mailto:emailfiling@bluwave.co.za
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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.  
 

Types of Statuses 
  

 
 
 

 

 

 

    

      
 

 

 

 

 

 

Prospects

Opportunities

Customers

Prospects 

 Active 

 Inactive 

Customers 

 A – Type 

 B – Type 

 C – Type 

 Dormant 

 Lost 

Opportunities 

 Lead 

 First contact 

 Presented 

 Quote Submitted 

 Awaiting Budget 
Approval 

 Verbal Order 

 Ordered/Sold 

 Lost 

 Lost To Competitor 

Key Note: 

 An Opportunity is an 
active Sale 

 Both prospects and 
customers can have 
opportunities 

 There can be 
multiple 
opportunities per 
prospect or 
customer 
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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. 
 

 

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 BluWave 
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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View Opportunities 

 

Click on view opportunities to get a list of opportunities. 

 

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: 

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

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

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

person currently logged into the system. 

 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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Edit Opportunity 

 

 

 

 In this screen you can change the expected order date, enter the potential sale 
value and probability of this opportunity. 

 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. 

 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.  
 

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

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

 Each sales person can view his pipeline visually on his homepage. Additional 
     graphing on the sales person’s dashboard details progress against target. 
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8. Quotes Automation 
 
The Quotes Automation function generates a quote that can be emailed as a .PDF file to 
the customer. When a quote is generated the system automatically creates a related 
opportunity in 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. 
 
 
 

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

 

Use “New Quote” 
menu option to 

create a new quote.  

The “Quick Create” 

menu also allows you to 

create a quote 

Use the “Create Quote” 

link to create a quote for 
an existing opportunity 
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Quote Detail – Step 1 
Complete the quote header details and then proceed 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 
quote 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. 

 
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. 

 
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. 

 
 
Once done, click on “Continue to Step 3” 
 
 

Enter the “Heading” of 
the second offer here. 

Also indicate whether 
you want the second 

offer’s value to be 
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.  

 
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: 

 
Emailing the Quote 
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. 

Customize this logo 
to your company’s 

logo under the 
“Quote Setup” 

Click on “envelope” to 
email the quote. 

Ticking this check box saves the 
email sent under the activity 

history panel of the client 
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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 
an opportunity before you 
generated a quote – you can 
edit the opportunity and add 
a quote to an existing 
opportunity by clicking in the 
quote number field of the 
opportunity. 
 
 
 
 
 
 
 
 
 
 
 
 

 
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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The follow-up activity 
is defined in quote set 
up – you can change 
it.  The system also 
defaults a follow-up 
date but the user can 
change it. 
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9. Reports 

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

 

 

 

 

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