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Chapter 1
Infroduction

Who this guide is for

This guide is for Sage OpCos, Sage CRM partners, and Sage CRM customers who
want to find out about the new features of SageCRM.com 7.0.

The cross-referenced documents in this guide are available with the 7.0 release.

Note: An additional button, System Help, is available on the Main Menu in the
SageCRM.com product. Clicking on this button gives you access to additional
documentation, training and support materials. This button may not be visible
on all screenshots in this guide.

Summary of Features

The 7.0 features described in this guide include:
s Themes enhancements and new branding

= Related Entities

= Enhanced E-mail Editor

= Address Links

= Enhanced Solo Filtering

s Quote and Order enhancements

= More Features

— Calendar weekday start supported in monthly view

— New in-product help format

— SV file delimiter setting
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Chapter 2
Themes Enhancements and New

Branding

The following new themes and branding functionality is available in version 7.0:

= Anupdated “look and feel” of colors, icons, tabs, and more inside CRM, in
line with the new branding.

s New standard themes.

This chapter takes you through a brief snapshot of how you can work with these
features.

Who can | log on as?

To view the new themes and branding you can log onto CRM as a standard user.
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A new “look and feel”. How has that been achieved?

A new “look and feel”. How has that been achieved?

The new Sage branding has been applied in SageCRM.com, with a fresher “look and feel”
throughout the interface.

Areas you'll notice right away include:

= 9 7\, Findt: | 3
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(1) Overall color scheme.

Note: The original blue theme (now called “Classic”), and two new themes are
available from My CRM | Preferences. See next sections.

(2) Top left logo.

®

Updated icons.

(4) Updated Recent list and Main Menu / Administration menu toggle buttons.
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What new themes are supplied with this release?

What new themes are supplied with this release?

Two new themes have been added:

©w s
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% e
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(1) Sage theme. This is the default theme, characterized by green textured tabs.

9 Neutral theme. Silver textured tabs.

Note: The “Sage Green” theme has been retired from this version. The blue
theme is still available as “Classic”. The new themes are supported in IE7
and above. IE6 users must use the blue “Classic” theme.
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How do | change the Ul look and feel?

How do | change the Ul look and feel?

You can switch between the themes supplied with the product.

To switch themes:

Sage CRM \?y 1y CRHM for: Susan Maye

4

Q

Find

B

New

System Help
=]
Marketing

x)

Log Off

®

Recent

o

Welcome  Dashboard  Calendar  Contacts  Opportunities  Cases

Login and Session Preferences
Log Me In To:
Dashboard

My default Find screen: Show outbound calls Tn My CRM:
Company No

E-mail Screen Position: Line Item Screen Position:

spit Split
Report Print Preview Default Page  Report Print Preview Default
Size: Orientation:

Single-Column Calendar: Number of Calendar Columns:
o 4

CSV File Export Delimiter:

Date/Time Preferences

Solo Client

Empty Recent List for each session:
No

- Dnmm

Recent List activation by:
Click

(2]

Grid Size:

QOutlook

Pop Out List activation
by: -
Ne

% integration

Click
Show Opportunities Pipe

Line:
Yes

Show Cases Pipe Line:

[ About cam
@ Help

Default E-mail address:
Susan Maye <susan.maye@panoply.com:>

Default E-mail Template:

Full menu in Outlook: Preferred Then E
No Sage

On-screen coaching:
off

Calendar View: Calendar Start Time: Calendar End Time: My week starts on:
Weel 07:00 19:00 Monday

Date format: Use AM/PM: Time Zone:

mmfddyyyy Yes {GMT) Greemnich Mean Time: Dubiin, Edinburgh, Lisbon, London

Number Preferences
Decimal Point: Decimal Places:
5 2

Reminder Preferences
Default targets for high priority reminder

messages:
Desktop E-mail

messages:
Desktop E-mail

Select My CRM | Preferences.

Select the Change button.

Default targets for normal priority reminder

Thousand Separator:

Default targets for low priority reminder
messages:
Desktop E-mail

Select an alternative theme from the Preferred Theme drop-down field, and

save.

Log off and log on again.

The look and feel of the alternative theme is displayed.
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Where can | get more information?

Where can | get more information?

More information on this feature is available in the:

o User Guide
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Chapter 3
Related Entities

The following new Related Entities functionality is available in version 7.0:

= Set up multiple reciprocal relationship types between primary entities. For
example, Holding Company and Subsidiary, Supplier and Customer.

= Create many-to-many relationships between, for example, companies and
opportunities.

= View a graphical representation of many-to-many relationships.

This chapter takes you through a brief snapshot of how you can work with these
features.

Who can | log on as?

To set up relationship types and names you need to be either an Info Manager
with Data Rights or a System Administrator. To try out this feature you can log
onto CRM as an admin user.

To create relationships between entities and view existing relationships you can
log onto CRM as a standard user.
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Can | reflect different relationship models in CRM?

Can | reflect different relationship models in CRM?

Yes. You can set up multiple relationship types to reflect the different
organizational models of the customer, supplier, or even competitor data held in
your CRM system.

To set up new relationship types:

wh e
Sage CRM "\1‘ Ad tration -> Daka Mansgs - Manace Kl Types
»
t

4 b Recen
4 Relationship Definitions, Page 1 of 1

(1) Select Administration | Data Management | Manage Relationship Types.
(2) Select the New action button. Complete the fields on the Related Entity Link
page. For example:
Relationship Type : Parent/Child
Parent/Sibling Entity: Company
Child/Sibling Entity: Person
Relationship Name (On Parent/Sibling): Has Contractors
Relationship Name (On Child/Sibling): Contracts For
Select Save.
(3] The new relationship is displayed in the list of Relationship Definitions, and

users can now set up relationships between companies and their contractors.
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How do | link a parent company to its subsidiaries?

How do | link a parent company to its subsidiaries?

The Relationships tab is available on all main entities. Once your System
Administrator has set up the relationship types, you can add new relationships
into the system.

To set up new relationships on the Company Relationship tab:

Company: Global Howel

Phone: 1 751443 5725
E-mail: info @GlobalHowell.com
4 b Recnt QuidkLook _ Dashboard Notes Communications ~Opporturities Cases  Pesple  Addresses Phone/fEmai Doaments  ScifServfll  Relationships [l
Find
@ i E‘ Parents of Global Howell
New 0 7
il
\;}’ Georgia Group
My CRM
& » i | children of Global Howell e
Team CRM
a e,
Gate Howe
Reports Gatecom Inc.
=

(1) Select Find | Company and search for the company, then click on the hyperlink
of the company.

Select the Relationships tab.

(2) Click on, for example, the New Parent icon to add a new parent relationship.

Select the type of relationship, for example, Owned By, from the Relationship
field.

Search for the subsidiary company in the Company field. Select Save.

Repeat for other relationships you want to display on this tab.

(3] The new relationships are displayed on the Relationships tab.

Use the pencil icon to edit the relationships. Use the hyperlinks to navigate to
the related entities.

All relationships are reciprocal. This means that if you have set up a link from,
for example, Global Howell to Gatecom from the Global Howell company
record, the reciprocal relationship is automatically displayed on the Gatecom
Relationships tab.
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Can | use Related Entities to track complex Sales Opportunities?

Can | use Related Entities to track complex Sales
Opportunities?

Yes. Once the relationship types are defined by the System Administrator, it is a
powerful way to track relationships between Sales Opportunities and
competitors, buying and selling influencers.

This example shows sibling relationships between:

Opportunity: 120 user Expense system Phone: 1206 3439577
Sage CRM Company: Gatecom Inc. E-mail: yaltoys @oatecom.com
— Person: Simon Yaltoy
4 b Recent  Summary Quotes Orders Notes Communications Documents Tracking Relationships ==

Main Menu j? jT :i:r 2

Administration

Siblings of 120 user Expense system

\%
Find Competing ’ Is influenced by . Is influenced by .
U apeinst ] "5, echnical Users A ™ e Users ]
E Brewer Solutions Simen Yaltey David Costello
New California
Telesensory
& -
o / Desoto Company
My CRM o
Team CRM
Reports
Marketing
®

LDgVOFf
(1) Opportunity and company (competitors).
(2) Opportunity and person (technical buying influence).

(3] Opportunity and person (end user buying influence).

Since all the relationships are reciprocal, another CRM user viewing the
Company Relationship tab of the competitor will automatically see a listing of
all opportunities where your organization has been up against this particular
competitor.
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Where can | get more information?

Where can | get more information?
More information on this feature is available in the:
& User Guide

= System Administrator Guide
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Chapter 4
Enhanced E-mail Editor

The following enhanced E-mail Editor functionality is available in version 7.0:
= Enhanced formatting options.

= Ability to add tables.

= Preview and print options.

This chapter takes you through a brief snapshot of how you can work with these
features.

Who can | log on as?

To use the enhanced e-mail editor feature, you can log in to CRM as a standard
user.
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Can | send high quality mass e-mails?

Can | send high quality mass e-mails?

Yes, a number of enhanced formatting options have been added to the e-mail
editor in version 7.0.

To use the new e-mail editor in mass e-mailing:

Sage CRM

4 r Recent

Main Menu

Administration

Team CRM

=

Reports

System Help

Marketing

®)

Log OfF

o

Email

Mass E-mail Options

Dedupe against other Group:
]

E-mail Options
From: [Alan Leahy <docv70@sage.com> ()]
Subject: [

Choose Field to insert into the E-maik

| )

Attachments: panoply nEsleﬁerJPG Uj
e
abe

= Sou i PRI &|
B I e == = L@ E Qg
St ~| Famat |Nommal ~| Font - | Size fesmal  [- )} A4 27|

‘ Panaply Technologies

Welcome to the September edition of the Panoply newsletter, designed to bring you more information and news
from the Panoply Group's global Intranet.\

To add a global document, select the file and dlick Upload Attachment:

‘ Qv & upload Attachment
To add a local file, click Browse, select the file and click Upload Attachment:

[ Browse... | Upload Attachment @ Upload inline image

Go to My CRM | Groups, click the group name hyperlink and click the New E-
mail button.

You can type a message in standard text, and use the enhanced formatting
options to format the text. Alternatively, you can copy HTML content and paste
it into the body field. If you are an experienced HTML author, you can edit the
content you copied into the body of the e-mail by clicking the Source button,

which is located beside the Preview button 9

To check the content of your e-mail looks exactly how you want it, you can
click the Preview button. A preview of your e-mail is displayed in a separate
window.

Note: As in earlier versions, it is recommended you use the Send Yourself Test
E-mail before sending out the mass e-mail.
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Can | use bullets and numbering in my HTML e-mails?

Can | use bullets and numbering in my HTML e-mails?

Yes, and you can insert tables and use a number of other text formatting options
in your mass e-mails too.

To use the new formatting features:

Sage CRM

4F  Recent
Hain Henu

draris s bor

Q

Emmail
Send Mass F-mail
Onby recors wath valid £ mail addresses will be used

Mass F-madl Options
Dehiape againd oller Group:

E-mall Options
Fromc Alsn Leshy <docy OEsage.com™ M
Subject:

Choose Field mniaw the L-maik: o
i [ Souce | =4 | 3 | 4 7| |

B s e xwfiEiE FFEu/EFIEs &) ls---g
| Sy =| Fossal Normal = Funl = Sum - 47

Q1 Sales Figures

The following presentasion relales lo sales in four padicular areas 01 Sades Hgures
Hothwest | $329,000 40%
* MNomhwest Southwest $263,200| 32%
* Southwes! Midwesl | $131.600 16%
* Midwest Flaing SHEI00 1%
= Plains

Tn add a glohal dacument, select the filr and dick Uplnad Attachment:
[ 3, ™ & volosd Attachment
To add a lacal file, dick Brawse, select the fe and click Upload Attachment:

bumee_. | tplaad attachment @ upload inline image

You insert a table by clicking the Insert/Edit Table button.

A Table Properties dialog opens, in which you can enter the properties of your
table before inserting it. Properties you can enter before inserting the table
include the number of rows and columns, the table's width and height, border
size, cell spacing and alignment. You can also enter a table summary and
caption.

The table will be inserted in HTML code, and can be edited manually by
clicking the Source button.

To use bullets and numbering you can click the Insert/Remove Numbered List
or Insert/Remove Bulleted List buttons.

You can change the color of text by clicking the Text Color button.

You can highlight text by clicking the Background Color button.
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Where can | get more information?

Where can | get more information?
More information on this feature is available in the:

& User Guide
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Chapter 5
Address Links

The following Address Links functionality is available in version 7.0:

= View relationships between an address and other entities from the address
links page.

= Edit the relationships between an address and other entities from the address
links page.

This chapter takes you through a brief snapshot of how you can work with these
features.

Who can | log on as?

To use the Address Links feature you can log onto CRM as a standard user.
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How do | access Address Links and why would | need to?

How do | access Address Links and why would | need to?

Address Links gives an overview of existing relationships between Companies,
People and Addresses, and reduces the number of duplicate entries of addresses
by allowing linking from the Address Links page.

You can access Address Links from the Addresses tabs within the context of a
Company or Person.

To access Address Links from the Addresses tab:

Sage CRM

System Help
<)
Marketing

®

Log Off

o

Company: Sample Customer Com
Phone: 1212 121 3435

Summary QuickLook Dashboard ~Marketing ~Notes ~Communications ~Opportuities Cases  People h | Documents

Address

PP continue
Street: Gity: State:
101 West st New York Ny
@~
Zip Code: Country:
10001 United States
Company
Sample Customer Corp. 1212 1213435 hittp: fjwww. samplecc.com Worldwide §

People

Dave Wiliams =] 1212 1213435 Worldwide

@
Select Find | Company, and click on the hyperlink of the company name.

ﬁ Select the Addresses tab, and click on the Link Status icon in the list of
addresses.

The Address Links page for the selected address is displayed.

This page shows how the selected address is related to the company and to the
other people within the company. In this example, for Gatecom Inc, the
Address Links page shows:

The 400 Pine Street address is linked to the Company, and is the default
company address, which will be used for mailings etc.

The 400 Pine Street address is also linked to two other contact people within
Gatecom, Mike Carlson and Simon Yaltoy, and it is also their default address.

A third contact person at Gatecom, David Costello, has no link to this address.
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What does Link Status mean?

What does Link Status mean?

The Link Status icon shows as either multi-linked ﬁ) or single-linked G .

Multi-linked means the address is linked to more than one person or company.
Changes to multi-linked addresses have an effect on all records linked to that
address. For example, if a company purchases new office space and moves most,
but not all of their employees to that new address, the address Links page can
help you view current relationships and establish links to the new address.

Single-linked means the address is linked to one person or company. Examples
include: a person’s home address is not linked to anyone other than the current
person; a company’s PO Box address is linked to the company, but not to any
person records.

To view the link status icons:

Y Darve ) Phone: 2121 1835
4 Surmary  Quaklock Maketrg  Motes  Commumators  Coporbnbes  Cose breffoal Douments Relstosigs =
o 3 Addddresas;, Page 1 of 1 g e o e

a 101 West st — Ursted States [a] Busness @ e
o 1213 ¥ Shreet Boston o2t MA Uritesd States 'w
@
®x

(1) Select Find | Person and click on the hyperlink of the person’s name. For

example, David Costello of Gatecom.
(2) Click on the Addresses tab within the context of the person, and add a new

address. For example, a home address for David Costello.
@ The new address is displayed in the list of addresses for the person with a
Link Status of single-linked.

Clicking on the Link Status icon shows that this address is linked to the person,
but has no link to either the company or any other person.
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How do | maintain the address relationships?

How do | maintain the address relationships?

You can make changes to the relationships between people, companies, and
addresses from the Address Links page of the affected address.

For example, a company has a new mailing address. This new mailing address
will affect some, but not all, of the company’s employees.

To set up the links between the new address and existing contact people:

'l Company: Gatelos =
Sage CRM IF”” Phane: | 77
=l Fermeait: ol Boatecoe com
4 Recent Summary  (uackiook  Cashboard  Motes  Oppormnites Peopie Addresers  PhoneEmal  Dooments  felabonshys -
Hain Henu Address B Cartum
Lo street: ity State:
Aoy 2 Prre Street Seatt
@~
o = : Country:
L Lrsted States
s Company
L ~
= Galecen I W= 120634395779 s =
WA
PecH
) Cundd Coateln S 1716 25 20an B costrid @oatroom,com
Teme e Corion %+ 120634395770 infooatrcom com  West 9

f sean Taltey s ger S+ 120634395770 yatovE EQatecim son U West
= .

(1) Select Find | Company and click on the hyperlink of the company name. For
example, Gatecom.

Click on the Addresses tab within the context of the company, and add a new
address. The new address is displayed in the list of addresses.

Click on the link status icon next to the new address. The Address Links page
for the new address is displayed.

(2) Click on the pencil icon next to the list of people.

A new window is displayed, where you can edit the links and default
relationships.

In this example, select the Address Linked check box for Mike Carlson and
Simon Yaltoy, and save.

(3] The new relationships are displayed on the Address Links page.

In this example, you can navigate to the people you have set up the links for
and check that: their default address remains the same; and a new address is
displayed in the context of the person showing a Link Status of multi-linked.
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Where can | get more information?

Where can | get more information?
More information on this feature is available in the:

& User Guide
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Chapter 6
Enhanced Solo Filtering

The following enhanced Solo Filtering functionality is available in version 7.0:
= Administrator-defined Centralized Solo Profiles.

= End user defined profiles (limited to using the profile defined by the System
Administrator).

m  Better performance due to fewer records being synchronized.

This chapter takes you through a brief snapshot of how you can work with these
features.

Who can | log on as?

To set your own solo profile, you can log onto CRM as a standard user.

To define new centralized profiles, you can log onto CRM as an admin user.
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How can | improve download times for my Solo users?

How can | improve download times for my Solo users?

You can define centralized profiles for your Solo users, which tailor the
information users pull down from the server to the type of role they perform.
Providing a custom reduced set of data for users to pull down should cut
download times significantly.

For example, you can assign members of your sales team to a centralized Sales
Team profile, which pulls down data specific only to Sales, such as My Contacts,
My People, My Companies, My Opportunities, Communications and Notes.

To define a centralized solo profile:

3 o
Sage CRM T Administration -> Users > Sola

4 b Reeent  UsersSummary SnapshotStatus  Centralized Solo Profile

Main Menu 9
Details S chenge
A SIEfrE Centralized Solo Profile Name: Description:

Additional Solo Data @ Cancel
iiiataiecco ¥ vou vant to bring offiine from the ists below: - odated with the selected Solo
T ——pring 0ffine: @ Fielp
5@ Person
Customization &!
My Contacts = Cases &
My Peaple B C
¥ Communication [z}
cﬁgﬂﬁnn € Case Contacts 8 Opporturities =
s My Cases In Progress B =i Lleads ]
[ §-] =
Data Management Company Contacts s -
M&—'Hc ‘ = B Hote: B
_:/_J y Companies il {#| o &
Sedad i Lead Contacts == Key Attribute Data i}
Documents =4 =
My Leads In Progress B [l Marketing B
-::T' > 5
System () Opportunity Contacts e r«f
MTODDDrtunmas In Progress B
x
Log OFF
(1) Go to Administration | Users | Solo and click the Centralized Solo Profile tab.
On the Centralized Solo Profile tab, you can create a new centralized solo
profile or select the hyperlink of an existing Centralized Solo Profile.
(2) To set new profile attributes or modify an existing profile, click the Change
button.
(3] In the Centralized Solo Profile Details page, you can select the contacts you
want users to be able to bring offline.
(4] You can also select any additional data that you want to have associated with

the selected Solo contacts that you want to bring offline.

6-2 SageCRM.com 7.0



How do | assign a Centralized Solo Profile to a Solo user?

How do | assigh a Centralized Solo Profile to a Solo user?

When selecting which users you wish to have offline access, you can assign them
to defined profiles.

To assign a profile to a user:

4. dministration - Users <> Sol

ot Status  Centrakred Solo Frofile

(1) Select Administration | Users | Solo | Users Summary tab, and click the
Change action button.

(2] All profiles are set to a default of "User Defined".

Assign users to profiles that you have defined by selecting them from the drop-
down list in the Centralized Solo Profile column.

(3] Select the Save button.
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Where can | get more information?

Where can | get more information?
More information on this feature is available in the:

= Solo Guide
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Chapter 7
Quote and Order Enhancements

The following new quote and order functionality is available in version 7.0:
= Customize Quote and Order Item grids.
= Message is displayed when converting an expired quote.

= Open the summary of a quote or order from a group list using the Reference
hyperlink.

=  Access quotes and orders from the Recent list - even if no description has
been added.

= Create a new quote or order template during a quote or order merge.

This chapter takes you through a brief snapshot of how you can work with these
features.

Who can | log on as?

To customize quote and order grids you can log onto CRM as an admin user.

For all other quote and order enhancements you can log onto CRM as a standard
user.
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Can | remove the list price from the Quote Items Grid?

Can | remove the list price from the Quote Items Grid?

Yes. You can change columns on the Quote and Order Items grids.

Note: It is recommended that the first four columns (Line #, Synch Status, Line
Type, and Product Name) are maintained in their current state. Making changes
to any of the columns should be carried out with care.

To customize the Quote ltems Grid:

Lin
3 0
Sage CRM (I": Administration -> G ization -> Quoteltems
»
4 »  Recent Fields Screens  Lists Tabs Views External Access
Main Menu Devices .
Desktop HTML |
- |
Gt Quote Items Grid / -j
Customization
Advanced
Customization
L¥7]
Data Management
24
E-mail and
Documents
£
System
x
Log Off
(1) Select Administration | Customization | Secondary Entities | Quote Items |

Lists.

(2) Click on the hyperlink of the Quote Items grid.

The Maintain List Definition page is displayed, where you can make changes to
the columns. To change the Order Items grid, follow the same procedure,
selecting Order Items from the Secondary Entities drop-down.
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Can | convert an expired quote to an order?

Can | convert an expired quote to an order?

Yes. The Convert (to order) button can be selected even if the quote has expired,
however a message is displayed to the user.

To convert an expired quote to an order:

— Quotes: T-2/1 Cuote Person: U s
sage CRM (il Opportunity; s Phone: 1617 227 11%
""" Company: Sampls Management Group E-maik: b derts Bzamplemat. com

4+ Recend Surmnary  Moles  Commumatioos  Relstiorshos  Dousents e

Main Menu

Quote Summary

Currency: Status Include In Quotes Totak: Lreated by:
$ Active alany L eaby

Relerence: Dpened:
Qr-af1 02/22/2005 23+

Description:
Sanple Inkal Quate
e o Line Ttems
La9 1 Sargie Bl
Messape [rom webpage
i .
Discount Type: Percentage arunts
& Totak
Tram CRM
= 4
Reparts
Syuiem Hen
L
Markeeng

Select Find | Quote, and click on the hyperlink of the quote.
Check the Expiration Date.
Select the Convert button to convert the quote to an order.

A message is displayed to the user.
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Can | open quote or order details from a Group list?

Can | open quote or order details from a Group list?

Yes. You can open the quote or order summary by clicking on either the

Reference link or the Description link of the quote or order.

To open the details of a quote from a group list:

Sage CRM

4 b Recent
Main Menu

Administration

Find

Team CRM

=

Reports

?

System Help

Marketing

%)

Log OFF

o

(2]

e

6 Groups for: Quotes

Hew Group Stage 4 of 4
Group Details

/= Quote - Windows Internet Explorer

Time [Expense Quotes

Ig https: |

sagecrm,com

Description:
= T Favorites

& Quote

H-8

Quote Summary
1 Quotes, Page

Quote Summary @ Close
Currency: Status: Include In Quotes Totak: Created by:
s Active 4 Alan Leahy @ Help.
Reference: Opened: Expiration Date:
qrafi 02/22/2005 23:44 03(01/2005 23:45
Description:
Sample Initisl Quat=
Line Items
1 Sample Product 1.00 2,000.00 1,350.00 50.00 1,950.00
TOTALS
Discount Type: Percentage  Discount %: 000  Discount Amount: $0.00
Totak:
Done

& Internst

‘a

H100% <

15 ER
Y Previous
Q ==
@ Help

Select My CRM | Groups, and create a new group using based on the Quote

entity.

Click on the Reference hyperlink of one of the quotes.

The Quote Summary page is displayed in a new browser window.
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Do quotes and orders appear in the Recent list?

Do quotes and orders appear in the Recent list?

Yes, quotes and orders appear now appear in the Recent list.

To access a quote from the Recent list:

Sage CRM U Groups for: Quotes

i
ble Customer Corp
é ample Management Group

Inistratior; g Type: Entity: Source View:
=l Dynamic Group Quote Quote Group
:’% Sample Vebsite Lead
% Available To:
Find 3 Private
Sample Gpportunity
-
New .
= il Davis
\,}' Daye Whiams imple Initial Quote Active 1,950.00
My CrM
&
Team CRM 9
=
Reports
System Help
®
Marketing
%)
Log OFF
(1) Select the Recent list button.
(2) Click on the Quote you want to jump to.

Note: Quotes and orders appear in the “web picker” in a similar format. For
example, select New | Appointment, and select Quote in the Regarding field.
The list returned shows the quote reference and description columns.
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Can | create a new quote template during a quote merge?

Can | create a new quote template during a quote merge?

Yes. The Create New Local Template option is available during the quote or
order merge process.

To create a new template during a quote merge:

Sage CRM

4 b Recent

Main Menu

Administration

)

Send Letter - Step 1 - Choose Letter Options

Opportunity: Auto :

Template
) Merge with a shared template

(2)

@ Create new local template

) M Compatibility Mode] - Microsoft Word 4= x
=/ Wome nsen  Pogeloyout  Reterences | Maiings | Review  View  AdaIns (7]
=1 Envelopes | || Start Mail Merge ~ =] Address Block E/3 & || |1 |+ M| B
- 2 Labets [l Sefect Recipients ~ =) Greeting Line i ] Find Recipient . "_"P‘J&
2 sl
Iy CRM & Edit Recipient List Hd Insert Merge Field = 1] 3 Auto CheckforErors || perge +
— Start Mail Merge Write & Insert Fields Preview Results Finish
s i
Team CRM =
FR R R T AR IR AR A RN (KRN KIS - RRE E RIS " RRIRA G 0 (I s 1
Reports ~
System Help 5 e
E@ = [Insert text and merge fields, save the document locally, for merging later.]
Marketing 5
x) z
Log Off =
- :

© & © @

Select New | Quote. Fill in the details, add your line items, then select Export

To Word.

Select Create New Local Template.

Click Continue.

The MergeBlankQuote.doc document is displayed. This can be edited, saved,

and the merge completed.

Note: You may be prompted to download the new document plugin the first
time you do this. Follow the on-screen instructions to complete the plugin

download.
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Chapter 8
More Features

The following additional features are new to CRM:
= Monthly calendar start date.

= New format in-product help.

= CSV File Export Delimiter settings.

This chapter takes you through a brief snapshot of how you can work with some
of these features.

Who can | log on as?

To change calendar settings or view in-product help you can log onto CRM as a
standard user.

To change the CSV File Export Delimiter settings you can log onto CRM as an
admin user.
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Can | change the day on which my week starts?

Can | change the day on which my week starts?

Yes. Existing functionality allows users to set the day of the week on which their
week starts, and any changes made are reflected in the weekly view. In 7.0 this
change is also reflected in the monthly view.

To see the day on which your week starts in the monthly view:

(1) Go to My CRM | Preferences and click the Change action button. In the
Date/Time Preferences panel, change the day to the day your week starts in the
My week starts on drop-down list to Sunday and click Save.

(2) Navigate back to the Calendar view.

®

In the View by drop-down, change the view to Month.

(4) The change you made on the Preferences screen is reflected in the weekly and
monthly calendar view.
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In-product help looks different — take me through the changes!

In-product help looks different - take me through the

changesl!

The in-product help has a new look-and-feel.

To access the in-product help:

Sage CRM ﬂ Find: | Opportunity |
S

4 »  Recent
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l
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=8
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New
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My CRM
Team CRM

=

Reports
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X
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/= User Help - Windows Internet Explorer
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You are here: Finding Information > Finding an Opportunty

Find
Keyword Search: Contents
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- oy W Basic Search T
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[#Searching for 3 Company
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— [ADate Field Search
[#Numeric Field Search
Using Advanced Find

-

Using Keyword Search
[#Using an Existing Saved Se
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Finding an Opportunity

To search for an opportunity:

Right-click on or hover over the Find menu button

lect Opportunity from the pop out st
3. Type inthe search criteria, for example, Customer Ref and/for

the Company Name and select the Find action butian

ick on the hyperlink Stat
the *file of the selected opportunty and you now have a

icon of the opportunity. This opens
1o

'Go to Finding Information home page.

See Also:

Q &
o cear

[ CreateNew

Click on the Help button from anywhere within the Main Menu or

Administration areas.

Help is displayed in a new browser window, relevant to your current location
in the system (context-sensitive). If no context-sensitive link is available, the
help file displays the full table of contents.

Contents, Index, Search, and Favorites are available from either the concertina-
style navigation pane or from the help toolbar.

“Go to..” and “See Also” links are available from the help topic.

Other changes to note:

- The look-and-feel has been updated to reflect the new default theme,
however help is not affected by changes to themes.
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Can | set the CSV export to use a semi-colon instead of a comma as a delimiter?

Can | set the CSV export to use a semi-colon instead of a
comma as a delimiter?

Yes. You can use the CSV File Export Delimiter setting to set the delimiter as
comma, semi-colon, or tab. When you use the Export To File button on, for
example, the results of a company search, the CSV export will use the delimiter
you have set. This makes for easier conversion to suit your native version of MS
Excel.

To change the CSV file delimiter setting:

Sage CRM \j}f{ My CRM for: Susan Maye

4 F Recent Welcome  Dashboard Calendar Contacts leads Opportunities Forecasts Cases  Shared Documents  Preferences  Groups
& Login and Session Preferences _f Ermn
d Log MeInTo: Empty Recent List for each Recent List activation Pop Out List activation
Fir Welcome session: by: by: Reinstall CRM

Outlook

No Click Click 3
integration
My default Find screen: Show outbound calls In My CRM: Currency: .
Persan No § =2 Change Password
Show Leads Pipe Line: Show Opportunities Pipe Line: Show Cases Pipe Line:  Grid Size: B; ) About CRM
Yes Yes No 10 o

Default E-mail address:
Susan Maye <mayes@panoplytech.com>

Line Ttem Screen Position:
split

E-mail Screen Position:
split

@

Default E-mail
Template:

Report Print Preview Default
Orientation:

Report Print Preview Default

On-screen coaching:
Page Size: on

Team CRM
l:l Single-Column Calendag Number of Calendar Columns: Full menu in Outlook: Preferred Theme:
4 Mo Sage
Reports
CSV File Export Delimiter:
- .
=4
Marketing Date/Time Preferences
*® Calendar View: Calendar Start Time: Calendar End Time: My week starts on:
Week 08:00 18:00 Monday
Log Off Use AM/PH: Time Zone:

(GMT -05:00) Eastern Time (US & Canada)

Select My CRM | Preferences.

Change the CSV File Export Delimiter field and Save.

The default option can be set in Administration | System | System Behavior.
The user preference overrides the Administration selection.

Note: If the export puts your data into a single column, open the file in Excel
and select Data | Text To Columns. Leave Delimited as the selected option and
follow the rest of the steps in the wizard.

8-4 SageCRM.com 7.0



Where can | get more information?

Where can | get more information?
More information on these features is available in the:
»  User Guide

= System Administrator Guide
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